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Source 


History 


Purposes 


I PRIVACY ACT 
5 U.S. Code 552a. 

Passed 12/31/74 — effective date 9/27/75. 

(1) To permit individual to determine 

what records pertaining to him are collected, 
maintained, used or disseminated by any 
agency. 

(2) To prohibit records pertaining to an 
individual from being used or disseminated 
for purposes other than those for which they 
were collected. 

(3) To permit access to and provide copies 
of records for an individual as to whom such 
records are kept. 

(4) To require only proper uses of records, 
i.e., within lawful purposes for which such 
records were collected, and to require 
adequate security safeguards to prevent 
misuse, and to assure that information is 
current, accurate and relevant to intended 
use. 


(5) To provide only narrowly defined exemp¬ 
tions to requirements of non-disclosure, 
etc. 

(6) To provide civil and criminal penalties 
for violation of the statute. 

Definitions (1) "individual" means any citizen of the 

[5 U.S.C. 552(a)] United States or any permanent resident alien. 


(2) "maintain" includes collection, use and 
dissemination. 

(3) "record" means any item or collection 
maintained by name or other personal identi¬ 
fier such as a social security number. 
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* ifc. 



(4) "system of records" in any group of 
records as defined above retrievable by 
name or identifying number, symbol, etc. 

(5) "statistical record" means any record 
system used for statistical or reporting 
purposes only and not subject to retrieval 
by name, number or symbol. 

(6) "routine use" means disclosure of a 
record for a purpose compatible with the 
purpose for which it was collected. 

Section (b) - Conditions of Disclosure 


Disclosure of any record in a system of 
records is prohibited except upon request, 
or with consent of the person to whom the 
record pertains except: 

(1) within the agency to employees who 
need the record to perform their duties. 

(2) when required under FOIA, i.e., public 
information such as duty station and pay 

of employees or volunteers. 

(3) for routine use (which must be published 
and disclosed in advance per section (c)(4)(D)). 

(4) to the Census Bureau for survey or 
related Census activities. 

(5) for statistical uses under proper 
written assurance against misuse and only 
when record transmitted in form not individ¬ 
ually identifiable. 

(6) to National Archives as a historically 
significant or potentially significant docu¬ 
ment. 

(7) to another U.S. agency for civil or 
criminal law enforcement purposes upon 
written request specifying portion of 
record desired and law enforcement activity 
involved. This would include security 
investigations, etc. 
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(8) emergencies under "compelling circum¬ 
stances" affecting health and safety of a 
person about whom record was collected. 

(9) to the Congress and its committees for 
official purposes or with consent of the 
individual to whom the record pertains. 

(10) the Comptroller General (GAO) when 
engaged in performance of its duties. 

(11) pursuant to court order. 

Section (c) - Accounting for Disclosures 

Agencies are required to keep accounting of 
all disclosures of records in a system 
(except under (b)(1) and (2)). The account¬ 
ing must include the date, nature and purpose 
of the disclosure and the identity of the 
person or agency who got the information. 

The accounting must be retained for life 
of the record or 5 years, whichever is 
longer, and except for (b)(7) disclosures 
must be given to a person about whom the 
record is kept upon request. A&F/AS has 
accounting forms which must be maintained 
by all offices maintaining Privacy Act records. 

Section (d) - Access to Records 


Agencies must permit a person and his 
representative access to and copies of his 
records (in a comprehensible form). 

Such person has the right to request 
amendment of a record and acknowledgement 
of request must be made in 10 working days. 
The agency must then "promptly" amend the 
record per request or deny amendment and 
provide in-house appeal; which must be 
answered not less than 30 working days 
after receipt. (Extension of time possible 
"for good cause shown".) If appeal denied, 
appellant may place a "concise" statement 
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of his disagreement in the record. (Agency 
may place its reply in record.) In such 
case, agency must notify all parties to 
whom disclosure has been made or will be 
made of dispute as to contents. 

This section is not to be construed so as 
to allow access to information compiled in 
"reasonable anticipation" of a lawsuit. 

Section (c) - Agency Requirements 

Agencies must observe the following rules 
in collecting and maintaining records. 

(1) Maintain only information authorized 
by statute or Executive Order. 

(2) Collect information "to greatest extent 
practicable" from the individual who is the 
subject of the record. 

(3) Inform each individual in writing of 
its authority to collect the information, 
the purposes and intended and routine uses 
and the affect on the person of not supply¬ 
ing the information. 

(4) Publish annual notices of all systems 
of records including the uses and agency 
policies and procedures regarding access, 
security, etc. 

(5) All records must be maintained with 
accuracy, relevancy and completeness so 
as to be fair to the individual. 

(6) Records must be checked for compliance 
with (5) before dissemination. 

(7) Agencies may not, unless expressly 
authorized by law, maintain records about 
how a person exercises First Amendment 
rights (i.e., no information on religious 
or political affiliation, etc.). 

(8) Notify an individual of any disclosure 
under court order (legal process) "when 
such process becomes a matter of public 
record." 



(9) Rules of conduct for personnel involved 
with systems must be established. 

(10) Agencies must establish adequate 
security safeguards for all systems of 
records. 

(11) Any new or intended use of a system 
must be published in the Federal Register 30 
days in advance for acceptance of views 

of public and affected parties. 

Section (f) - Agency Rules 

Agencies must publish rules and procedures 
to effectuate all provisions of the Act. 

Section (g) - Civil Remedies 


Provides for suits against agencies for 
non-compliance with this Act, or failure 
to amend a record on request and provides 
the Court may assess agencies with attorney 
fees and costs of successful litigants, and 
damages in cases where action of the agency 
damaged an individual and was "willful" or 
"intentional." 

Section (h) - Legal Guardians 


Allows “‘legal guardians of incompetents to 
act for them. 

Section (i) - Criminal Penalties 


Provides penalties of up to $5,000 for 
"misdemeanor" or violation of provisions 
of the Act relating to 

(1) willful improper disclosure. 

(2) maintenance of a system without 
published notice as required in (e)(4). 

(3) willfully obtaining a record under 
false pretenses. 


Section (j) - General Exemption 


Exempts from certain provisions the 
maintenance of records by CIA and other 
law enforcement records. 

Section (k) - Specific Exemptions 


Allows exemption from some provisions of 
the Act, but not all (see p. 89, OMB 
outline) and only pursuant to published 
regulations with justification. Cate¬ 
gories which may be exempted are: 

(1) exempt under 552(b)(1) of FOIA 
(classified) documents per Executive 
Order). 

(2) law enforcement material under 
(j) (2) . 

(3) N.A. 

(4) statutorily required statistical 
records. 

(5) investigatory material i.e., 
references, compiled to determine 
"suitability, eligibility or quali¬ 
fications" of employees or volunteers, 
but only to extent necessary to protect 
identify of a source promised confidentially. 

(6) test or examination material used 
to determine appointment, promotion or 
qualifications for Federal service, but 
only to extent disclosure would compro¬ 
mise fairness or objectivity. 

(7) N.A. (armed services only). 

Section (1) - Archival Records 


Provides that archives remain property of 
an agency and disclosure or non-disclosure 
remains in delivering agency jurisdiction. 

Section (m) - Government Contractors 


Provides that contractors and their employees 
operating records systems are subject to 
this Act. 



Sponsors of Title I programs such as VISTA, YUA, ACV, 

PLS, i.e., all sponsores who engage in local recruitment, 
are considered by the Agency to be government contractors 
under the provisions of Subsection Cm) of the Act. This 
means that all ACTION documents in their hands are to be 
considered the property of ACTION and therefore subject to 
the provisions of the Privacy Act. Such sponsors must be 
instructed on the maintenance of files in accord with the 
security provisions imposed upon ACTION by its regulations. 
These records while in the hands of the sponsor may not be 
disclosed outside of the sponsoring organization. The 
following are checkpoints which should be considered and 
discussed with the sponsor: 

1. Identify all sponsors engaging in local recruitment. 

2. Insure sponsor security safeguards for all files. 

3. Insure that as soon as the sponsors need for such 
files has ceased, they are returned to appropriate ACTION 
office. 

4. Sponsor should not retain copies of ACTION files. 

They are permitted to obtain and retain sufficient information 
for their own records but not to keep or maintain direct 
copies of ACTION files. 

5. If sponsors receive a request under the Privacy Act 
or the Freedom of Information Act for any file they should 
inform the requester that the file belongs to ACTION and 
immediately forward all information requested to the 
appropriate ACTION office which should treat the matter as a 
Freedom of Information or Privacy Act request received as of 
the date of delivery to it of the request by the sponsor. 

6. Sponsor should be advised that under the provisions 
of Subsection (m) they may be liable for fines in the event 
of improper handling of ACTION files under the Privacy 

Act. 



FREEDOM OF INFORMATION ACT 


Location: 

I. Purpose : 


II. Applicability : 


Exemptions: 


5 U.S. Code 552, 45 CFR Part 1215 

To provide for liberal access by the public 
to Government documents without regard to 
"need to know" or other non-essential 
criteria, i.e., the burden is on the 
Agency seeking to deny access to a record 
to prove that its production is limited 
by a specific exemption in the Act. 

All documents maintained by the agency are 
available to any members of the public 
unless specifically exempt under the Act 
(see below), or limited in distribution by 
the Privacy Act. All that is required to 
activate the Act is, (1) a reasonable 
description of the required information, 
and, (2) a formal request under Agency 
regulations. A formal request is not 
required for information which is normally 
given out such as staff manuals, program 
descriptive material, etc. 

(1) Documents properly classified, i.e., 
properly classified pursuant to Executive 
Order to protect national defense or 
foreign policy. Resort to this exemp¬ 
tion will be rare in ACTION. Unofficial 
classifications such as "limited official 
use" or "eyes only" are not proper 
classification. No one in this Agency 
has power to classify a document under 
E.O. 11652 at present time. 

(2) Documents related to internal per¬ 
sonnel rules and practices. This 
applies to personnel area only, and only 
to those rules or practices the disclosure 
of which would tend to frustrate the 
operation of such rule. A practice of 
nondisclosure of names of merit promotion 
panel members in advance of their meeting 
would be an example. 



(3) Matters or documents specifically 
exempted by statute. No examples exist 
at present, applicable to ACTION, but 
statute prohibiting disclosure of Grand 
July deliberations would serve as one. 

(4) Trade secrets and commercial or fi¬ 
nancial information obtained from a person 
and privileged or confidential. This 
exemption applies only to commercial and 
financial information disclosure of which 
would harm the commercial interest of 

the person who provided it, which was 
given in confidence, and the disclosure 
of which would make it difficult for the 
agency to obtain such information in 
the future — pricing data, methods 
unique to a bidder, etc., are examples. 

(5) Some, not all, interagency or intra¬ 
agency memoranda and letters. Only those 
which are used in connection with policy 
determinations and decisions, i.e,, which 
are part of a decision-making process. 
Opinions of General Counsel are a good 
example, position papers requested from 
staff relating to go or no-go decisions 
on a program, proceedings of a Project 
Review Committee if recorded might also 
be included as would evaluation reports 
on projects. But this, and other exemp¬ 
tions can only be used to the extent 
necessary to protect a legitimate interest 
in confidentiality, i.e., a disclosure 
would harm the program or frustrate a 
policy determination. Final determina¬ 
tion must always be provided. 

(6) Portions of personnel, medical and 
"similar" files the disclosure of which 
"would constitute a clearly unwarranted 
invasion of personal privacy" (Emphasis 
added.) We do not disclose home addresses, 
but we will disclose name, grade, duty 
stations and service dates of employees 
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and volunteers. This information about 
Federal employees and volunteers and 
former volunteers is considered public 
information. The same information about 
applicants for employment or volunteer 
service would not be public information 
since they are not yet Feds. Material 
given by employers and applicants, such 
as job history and former salary, etc., 
is not to be disclosed except to the 
person about whom the information is 
kept (see Privacy Act). The exemption 
relates to a "clearly unwarranted" viola¬ 
tion of "personal" privacy. This means 
it must be the kind of information not 
normally divulged except by a person about 
himself, and only then for a purpose such 
as employment applications. It is privacy 
"personal" to the employee-applicant which 
is protected, i.e., information cannot be 
withheld for agency purposes, but only to 
protect the personal interest of the 
person to whom the information pertains. 

(7) Investigatory records compiled for law 
enforcement purposes are generally exempt. 
This would effect full-field and NAC files, 
and other records received from police 
officials. This exemption is not unquali¬ 
fied. The conditions contained in our 
regulations should be consulted. Synopses 
of information with identifying data 
deleted may be producible. Great care 
should be used in use of this exemption 
and General Counsel should always be 
consulted as to any security or police 
material. 

Exemptions to Exemptions : 

The mere fact that it is determined a 
record in exempt is not enough to justify 
total nondisclosure. If part or all of 
document can be disclosed, even though 
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exempt without harming a significant 
protected interest, disclosure of such 
portions will be made. If necessary 
P^^t of a document will be disclosed 
with exempt material deleted. In order 
to exempt a record from disclosure, the 
Agency must find; (2) that the material 
therein is exempt, and (b) that its 
disclosure would be violative of the 
public interest, or (c) a protected 
private interest under the exemption. 

Requests for Information : 

a ) An informal request is any request, 
verbal or m writing, which does not 
specifically state it is made under the 
Freedom of Information Act, and is not 
properly labelled as such. If the 
material requested is clearly not exempt, 
and no significant cost is incurred in 
finding or copying it, the information 
should be given upon request. 



In the event an employee receiving an 
request is in doubt as to 
whether to produce a record, the requester 
should be advised to make a formal request 
to the Regional Records Officer or the 
Di^ a< ptor of Administrative Services in 
Washington as may be appropriate. Em¬ 
ployees other than office heads specified 
in Section 1215.2(d) of the regulations 
(Regional Directors in the Regions) are 
not authorized to deny access to any 
record in behalf of the agency. 

b) Formal requests are those labelled 
as such (see 5 CFR 1215.6) and addressed 
to the Director of Administrative Services 
or to the Regional Records Officer. 

Any such request should be handled only by 
such officials. Any formal seeming request 
received by any employee should be forwarded 
immediately to the proper Regional Records 
Officer or the Director of Administrative 



Services in Washington depending on the 
location of the record. Such requests 
should not be dealt with by any other 
employee. No employee should take it on 
himself to deny access, he should if in 
doubt, consult the Office of the General 
Counsel and/or advise the requester to make 
a formal request as provided in 5 CFR Part 


Penalties: 


a) In the event the agency is sued by a 
requester to produce a record, attorneys' 
fees and costs may be charged by the court 
if the agency position is found to have 
been unjustified. 


Time Limits: 


b) If.a court finds the agency was un¬ 
justified in refusing to produce requested 
material, and awards fees and costs, and 
further finds that the circumstances raise 
a question as to whether agency personnel 
acted "arbitrarily and capriciously" in 
withholding material requested, the Civil 
Service Commission shall initiate a proceed¬ 
ing to determine whether disciplinary action 
is warranted against such personnel. 

After a formal request , the agency has ten 
days to comply, or deny access. After a 
denial, the requester may appeal to the 
Deputy Director who has 20 days to decide 
such appeal. Extensions totalling ten days 
may be given in unusual circumstances. 

These limits are mandatory, but a formal 
request (i.e., to a Regional Record Officer 
or the Director of Administrative Services) 
is required to start the time. A request is 
received as of the date it is delivered to 
a Regional Record Officer or the Director 
of Administrative Services. 


^^rci al Requests : As indicated above, only an office head or 

the Regional Director (see 1215.2(d)) may 
initially deny a request, subject to appeal 
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to the Deputy Director. Such denials 
must be made through A&F/AS. It might 
be considered "arbitrary and capricious" 
for another employee to make such a 
denial. The Regional Record Officer 
and/or Director of Administrative 
Services is responsible for directing a 
request to the proper office head. 

Role of General Counsel : 

Only legally exempt material may be 
exempted from disclosure. This is a 
legal question unrelated to questions of 
agency embarrassment or preferences. 
Office of General Counsel must be 
consulted before any denial is made. 

This is especially important in view of 
potential agency liability for fees and 
costs, and potential adverse Civil 
Service Commission action against an 
employee found to have acted arbitrarily 
or capriciously. It is an almost 
airtight defense to such a charge to be 
able to indicate that an action (denial) 
was done upon advice of counsel. 

This law is fairly new (passed in 1967, 
amended December 1974). Its interpreta¬ 
tion is still in its infancy. Only 
failure to act with legal advice can 
lead an employee in harms way. 



WASHINGTON. D.C. 20525 


Under th.e terms of the Privacy Act, which became effective on September 
27, 1975, whenever an individual is requested to complete a personnel 
form (such as a Standard Form 171) which will provide data for a system 
of records, the form must be accompanied by an explanation of the authority, 
purpose, use, and effect of non-disclosure of the information on that form. 
The information reprinted below has been prepared by the Civil Service 
Commission to accompany a number of personnel forms, including the Standard 
Form 171 (Personal Qualification Statement). 

******* 


ATTACHMENT 5 TO FPM LTR. NO. 295-5 
PRIVACY ACT NOTICE FOR FEDERAL APPLICATION FORMS INCLUDING: 


OF 5, Inquiry as to Availability 

SF 15, Claim for Ten Point Veteran Preference 

SF 50-A, Notice of Short Term Employment 

SF 61-B, Declaration of Appointee 

SF 70, Proof of Residence 

SF 170, Application for Federal Employment 

SF 171, Personal^^ialificatio^^tatement 

SF 171-A, Continuation Sheet for SF 171 

SF 172, Amendment to Personal Qualifications Statement 

SF 173, Job Qualifications Statement 


GENERAL 

This information is provided pursuant to Public Law 93-579 (Privacy 
Act of 1974), December 31, 1974, for individuals completing Federal 
employment application forms. 


AUTHORITY 

Sections 1302, 3301, and 3304 of Title 5 of the United States Code 
give the U.S. Civil Service Commission the authority to recruit, 
examine, and evaluate applicants' qualifications for employment in 
the Federal service. Use of the employment application forms is 
necessary for performing these functions. 



PURPOSES AND USES 


The principal purpose of employment application forms is to collect 
information needed to determine qualifications, suitability, and 
availability of applicants for Federal employment and of current 
Federal employees for reassignment, reinstatement, transfer, or 
promotion. Your completed application may be used to examine, rate, 
and/or assess your qualifications; to determine if you are entitled 
under certain laws and regulations such as Veterans Preference, and 
restrictions based on citizenship, members of family already employed, 
and residence requirements; and to contact you concerning availability 
and/or an interview. All or part of your completed Federal employment 
application form may be disclosed outside the U.S. Civil Service 
Commission to: 

1. Federal agencies upon request for a list of eligibles to 
consider for appointment, reassignment, reinstatement, 
transfer, or promotion. 

2. State and local Government agencies under the Inter- 

* governmental Personnel Act terms if you have expressed 

an interest in and availability for such employment 
consideration. 

3. Federal agency investigators to determine your suit¬ 
ability for Federal employment. 

4. Federal, State, or local agencies to create other 
personnel records after you have been appointed. 

5. Appropriate Federal, State, or local law enforcement 
agencies charged with the responsibility of investi¬ 
gating a violation or potential violation of the law. 

6. Appropriate Federal, State, or local agencies 
maintaining records on you to obtain information 
relevant to an agency decision about you. 

7. A requesting Federal, State, or local agency to the 
extent the information is relevant to the requesting 
agency's decision. 

8. Federal agency selecting officials involved with internal 
personnel management functions. 

9. Your college or university placement offices if you are 
appointed to a career position in some occupations at 
certain grade levels. 

10. Anyone requesting statistical information (without your 

personal identification) under the Freedom of Information 
Act. 



EFFECTS OF NONDISCLOSURE 


Because the employment application forms request both optional 
(other skills, training, etc.) and mandatory (qualifications and 
biographical, etc.) data, it is in your best interest to answer 
all questions. Omission of an item means you might not receive 
full consideration for a position in which this information is 
needed. A false answer to a question in the employment appli¬ 
cation may be grounds for not employing you, or for dismissing 
you after you begin work, and may be punishable by fine or 
imprisonment (U.S. Code, title 18, section 1001). All statements 
are subject to investigation, including a check of your finger¬ 
prints, police records, and former employers. All information 
you give will be considered in reviewing your statement. In 

addition to the penalties described above, a false answer to 
questions relating to membership in the Communist Party, U.S.A., 
could deprive you of your right to an annuity when you reach 
retirement age. 

INFORMATION REGARDING DISCLOSURE OF YOUR SOCIAL SECURITY 
NUMBER UNDER PUBLIC LAW 93-579 SECTION 7(b), IF APPLICABLE 

Disclosure by you of your Social Security Number (SSN) is mandatory 
to obtain the services, benefits, or processes that you are seeking. 
Solicitation of the SSN by the United States Civil Service Commission 
is authorized under provisions of Executive Order 9397, dated Novem¬ 
ber 22, 1943. The SSN is used as an identifier throughout your Federal 
career from the time of application through retirement. It will be 
used primarily to identify your records that you file with the Civil 
Service Commission or agencies. The SSN also will be used by the 
Civil Service Commission and other Federal agencies in connection 
with lawful requests for information about you from your former 
employers, educational institutions, and financial or other organi¬ 
zations. The Information gathered through the use of the number 
will be used only as necessary in personnel administration processes 
carried out in accordance with established regulations and published 
notices of systems of records, The SSN also will be used for the 
selection of persons to be included in statistical studies of personnel 
management matters. The use of the SSN is made necessary because 
of the large number of present end former Federal employees and 
applicants who have identical names and birth dates, and whose 
identities can only be distinguished by the SSN. 
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WASHINGTON, D.C. 20525 


TO 


FROM 


SUBJECT: 


All 0PM Employees 


DATE: 


11/3/75 
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Implementation of the. 



The purpose of the Privacy "Act is to provide safeguards 
for an individual against invasion of personal privacy 
by requiring Federal agencies - 


--to permit an individual to determine what 
records about him are collected, maintained, 
used, or disseminated. 


--to permit an individual to gain access to 
information about him, to have a copy of it, 
and to collect or amend it. 

--to collect, maintain, use, or disseminate 
records about an individual for necessary and 
lawful purposes; assure that the information is 
current, accurate, and adequately safeguarded 
to prevent misuse. 

--to provide narrowly defined exemptions from 
disclosure of information referred to in the 
Privacy Act. 

--to be subject to civil suit for any damages 
which occurred as a result of willful or intentional 
action which violates any individual's rights 
under the Privacy Act. 

All 0PM staff share the responsibility for insuring that 
personnel information is safeguarded, and that unauthorized 
persons do not get the information either accidentally or 
intentionally, to disclose it, to amend it, or to just 
look at it. 



% 


PEACE CORPS • VISTA • UNIVERSITY YEAR FOR ACTION • NATIONAL STUDENT VOLUNTEER PROGRAM 
FOSTER GRANDPARENTS • RETIRED SENIOR VOLUNTEERS • SERVICE CORPS OF RETIRED EXECUTIVES • ACTIVE CORPS OF EXECUTIVES 



In order to protect the privacy of applicants and anyone 
who is or ever has been on agency rolls, no employee shall 
give out any official information about an individual - 
including information on official Government forms, e.g., 
SF-171's - by any means of communication to anyone outside 
the agency without the express approval in every instance 
of his/her supervisor. When necessary the supervisor will 
verify with John Whalen, PSB/OPM, what can or cannot be 
given out. 

Also, no employee shall give out any official information 
about an individual to anyone inside the agency unless the 
requestor needs the information to perform his official 
duties and for that reason only. Whenever the employee has 
any doubts about the rights of the requestor to receive 
the information, he/she should refer the matter to his 
supervisor for a decision. 

Prior to any release of information to anyone inside or 
outside the agency, the PMS shall verify that all information 
to be released is accurate, complete, timely and relevant 
to the purposes for which the information is kept and 
that no extraneous or improper material is contained therein. 

As prescribed by the ACT an individual has the right to 
certain information maintained about him/her. These 
requests should be referred to John Whalen, PSB/OPM. 

Under the Privacy Act any employee who willfully discloses 
information which violates anyone's privacy may be subject 
to a fine of up to $5,000. Furthermore, anyone who requests 
or receives any information about another individual under 
false pretenses is subject to the same fine. 

SAFEGUARDS FOR OFFICIAL PERSONNEL FOLDERS 

A. The OPF File Room is "Off Limits" to 
all persons except Margaret Brooks, 

Alice Clagett, and their supervisors. 

B. No one may charge out OPFs except 
current members of the 0PM staff. 

Wherever possible, one person from 
each Team or Branch will be designated 
to be personally responsible for 
maintaining constant surveillance of 

a charged-out OPF when not locked up; 
and for returning it to the OPF File 
Room as soon as possible, but not 
later than one week. It may be 
recharged, if the need still exists. 

The Chief, Personnel Operations, should 
be notified of each Team's and Branch's 
designee for these responsibilities. 
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C. Margaret Brooks will review the charge-out 
cards once a week and require those overdue 
to be returned. A written explanation will 
be furnished the Chief, Personnel Operations, 
concerning any OPF that is out of the File 
Room for more than 4 weeks. In the event 

an OPF is misplaced, a concerted search 
by all OPM staff will be made until it is 
found. 

D. When an employee (or Union representative 
as designated in writing) wants to 

look at his own OPF, the employee's 
PMS will make an appointment for the 
employee to do so as soon as reasonable 
within 5 working days. The PMS will 
obtain the OPF, and personally assist 
the employee in reviewing the OPF, and 
will maintain constant surveillance 
while he does so to assure that nothing 
is removed, altered, or amended. 

E. When an investigator from another agency 
wants to see an OPF, the investigator 
will be referred to the Chief, Personnel 
Operations, together with the OPF request. 

F. When an EEO representative (counselor or 
investigator) wants to review an OPF of 
any employee, a letter of authorization 
from the Office of the Director, 0E0, must 

be presented, stating that the representative 
is assigned to investigate a certain 
EEO complaint. The PMS will insure 
that only the requested information is 
made available. The EEO representative will 
complete the standard OPF review form for 
every OPF reviewed. 

G. Margaret Brooks will be responsible for 
any OPF loaned to another agency. The 
PMSs concerned will be responsible for 

any OPF loaned outside of OPM. Supervisors 
and officials will be encouraged to review 
OPFs in Personnel Operations. All reviewers 
outside OPM will complete a signed statement 
indicating OPFs reviewed, the purpose, and 
the date. 



H. Only OPM staff members may make copies of 
documents in an OPF and any OPM employee 
who makes a copy is responsible for insuring 
that the documents are returned to the OPF 
and filed in the proper sequence. 

I. All documents approved by the PMS will be 
filed in the OPF within 3 days after receipt 
in the File Room. Margaret Brooks will 
insure that documents are filed promptly and 
properly. She will screen at least 10 OPFs 
each day to detect any misfiling and take 
corrective action. 

J. All OPFs of former employees will be forwarded 
to National Records Center within 30 days after 
separation, except for the following, which will 
be clearly identified by the PMS handling the 
case: 

(1) Former employees on the Reemployment 
Priority List. 

(2) Former employees receiving severance 
pay. 

(3) Former employees being considered for 
further employment. 

(4) Former employees who have not completed 
the clearance procedure-travel vouchers, 
termination medicals, etc. 

(5) Former employees who accepted employment 
in another Federal agency. 

INQUIRIES AND REQUESTS FOR INFORMATION 

A. Except in response to telephone calls from 
the LaFayette Federal Credit Union, which 
shall be referred to the PMSs, and for the 
procedures for public information described 
in the following paragraph, no information 
will be released to persons outside ACTION 
except on written request and in writing. 

For this reason, all outside telephones in 
the File Room have been disconnected, leaving 
only the intercom system for connections within 
Personnel Operations Branch. + 
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B. The following information is public information 
and may be given out only by the Chief, Personnel 
Operations, or persons whom he has designated 

in writing (except where there is reason to 
believe the information is to be used for 
commercial or other solicitations, or for 
political purposes): 

(1) Employee's name 

(2) Present and past position titles, 
grades, salaries, duty stations, and 
room numbers. 

C. Any requests for information that specifically 
refers to the Freedom of Information Act will 

be hand-carried to John Whalen, PSB, who in turn 
will"refer it to Jack Nolan, Director, Adminis¬ 
tration Services, who is the agency official 
authorized to handle such requests. These 
requests must be answered within 10 days as 
stipulated by the Freedom of Information Act. 

D. Names of applicants for civil service positions 
or eligibles on civil service registers, certi¬ 
ficates, employment lists, or other lists of 
eligibles, or their ratings or relative stand¬ 
ings on registers is not information available 
to the public . 

E. Another Federal agency considering an ACTION 
employee for employment will be furnished all 
data on SF-75, "Request for Pre-Employment 
Data," but only upon receipt of a properly 
completed SF-75 from the requesting agency. No 
record checks will be answered by telephone. A 
copy of the SF-75 will be placed on the left 

side of the OPF. The Chief, Personnel Operations, 
will approve the release of information on SF-75s 
in every instance. 

F. On written request from a non-federal prospective 
employer, the following information may be furnished 
in writing, in addition to the information which 

is available to the public: (copy to be filed 
on left side of OPF). 



(1) Tenure of Employment 

(2) Civil Service status 

(3) Length of service in ACTION and 
in the Federal Government 

(4) Date and reason for separation as 
stated on the SF-50, except that 
only general statements will be 
made when separated for loyalty 
or suitability-i.e., separated on 
grounds of a reasonable doubt of 
his loyalty, or separated for rea¬ 
sons related to suitability for 
employment with ACTION. 

NOTE: We can't say more than "separated 
during probationary period" to 
anyone unless the probationer had 
a hearing prior to his separation. 

Upon written request from a credit agency, 

the following information may be verified 

in writing: (Copies will be filed on left 

side of OPF) 

(1) Tenure of Employment 

(2) Civil Service status 

(3) Length of service in ACTION and in the 
Federal Government 

(4) Any other information specifically desig¬ 
nated in a written release signed by the 
employee. 

NOTE: Calls from the LaFayette Federal Credit 

Union will be referred to the PMS. 



H. An employee's home address or home telephone 
number is personal and may not be given out 
except by specific approval of the Chief, 

Personnel Operations, in case of emergency, 
or upon receipt of a proper request from a 
police or court official stating that an 
indictment has been returned against the 
employee or that a complaint, information, 
accusation, or other writ involving nonsup¬ 
port or a criminal offense has been filed 
against him and his address is needed for 
service of a summons, warrant, subpoena, or 
other legal process. 

I. Margaret Brooks will receive all other written 
requests for information, and will prepare 

all replies in writing for the signature of the 
Chief, Personnel Operations. These replies 
will be sent within 3 days after receipt of 
written inquiry. 

J. Request for position descriptions may be 
honored as long as all personal identifying 
information is deleted from the position 
description. Requests for position descrip¬ 
tion will be referred to Classification. 

K. Requests for information not covered by the 
above will immediately be referred to the 
Chief, Personnel Operations. 

ACCOUNTING OF DISCLOSURES REQUIRED BY THE PRIVACY ACT 

Each Branch Chief is responsible with respect to each System 
of Record under his control for keeping an "account" (record) 
of the following disclosures of information about individuals 

Disclosures outside the agency, except for 
public information. 

Disclosures for routine uses (all of which are 
published in the Federal Register). 


Disclosure to the Bureau of Census. 
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-- Disclosure to a person or agency for statistical 
or reporting purposes (even if the individual is 
not identifiable in the information furnished). 

Disclosure to the Archives. 

Disclosure for law enforcement purposes. 

Disclosure for "compelling circumstances," i.e. 
the health or safety of an individual. 

Disclosure pursuant to court order. 

The accounting shall include: 

-- Date, nature, and purpose of each disclosure. 

Name and address of person and agency to whom 
disclosure is made. Each Branch Chief will 
attach to his weekly progress report submitted 
to me a copy or summary of every accounting for 
the previous week. 

An accounting is not required for the following disclosures: 

Disclosure to employees of ACTION who have a need 
for access for the performance of their official 
duties. 

Disclosure of public information. (See "B" on page 5) 

Disclosure required under the Freedom of 
Information Act which, as in the past, are 
referred to John Whalen, Personnel Security 

Branch, for handling and recording. 

All accountings shall be recorded as appropriate 
on one of the following ACTION forms: 

-- ACTION Form A-734 

-- ACTION Form A-735a 

-- ACTION Form A-735b 


ACTION Form A-735c 



RELEASE OF INFORMATION TO EEO INVESTIGATORS AND COUNSELORS 


In every instance an EEO representative must present a 
letter from the office of the Director, 0E0, authorizing 
the representative to investigate a complaint. The 
representative must specify the kind of information 
required to conduct the investigation. Then the required 
information will be forwarded to John Whalen, Personnel 
Security Branch, for determination of what can be 
released for review. If copies of any of the required 
information are requested, copies will be made in 
duplicate and forwarded to John Whalen for necessary 
expungements before release to the representative. 



PRIVACY ACT NOTICE REQUIREMENTS 

RECIPIENT PLEASE READ GROUP NUMBER CHECKED BELOW 


Group 1 

This Notice Will Accompany Standard Forms 231, 232, 233 

SF 231 Power of Attorney by Individual for the Collection of Checks Drawn on the United States 
Treasury 

SF 232 Power of Attorney by Individual for the Collection of a Specified Check Drawn on the United 
States Treasury 

SF 233 Power of Attorney by Individual to a Bank for the Collection of Checks Drawn on the United 
States Treasury 

The following information is provided to comply with the Privacy Act of 1974 (P.L. 93-579). The 
information requested on the enclosed form is required under the provisions of 5 U.S.C. 301 and 31 CFR 
240.12 lor the purpose of providing authority to a person whom you designate as your attorney-in-fact to 
receive, endorse, and collect Treasury checks payable to you. The information requested is for 
identification of the parties named and failure to execute the instrument will prevent the negotiation of 
your Treasury checks by your attorney-in-fact. 


□ 


Group 2 

This Notice Will Accompany Standard Forms 1034, 1034A, 1129, 1129A, And Other Functional Forms 


1034 Public Voucher for Purchases and Services Other than Personal 
1034A (Memorandum) 

1129 Reimbursement Voucher 
1129A (Memorandum) 

Other Functional Forms 

The following information is provided to comply with the Privacy Act of 1974 (P.L. 93-579). The 
information requested on the enclosed form is required under the provisions of 31 U.S.C. 82b and 82c, for 
the purpose of disbursing Federal money. The information requested is to identify the particular creditor 
and the amounts to be paid. Failure to furnish this information will hinder discharge of the payment 
obligation. 


Group 3 

CD This Notice Will Accompany Standard Forms 1189, 1198, 1199 

SF 1189 Request by Employee for Payment of Salaries or Wages by Credit to Account at a Financial 
Organization 

SF 1198 Request by Employee for Allotment of Pay for Credit to Savings Account with a Financial 
Organization 

SF 1199 Authorization for Deposit of Social Security Payments 

The following information is provided to comply with the Privacy Act of 1974 (P.L. 93-579). All 
information requested on the form including the social security number, is confidential and is required 
under various provisions in title 31 U.S.C., including section 492 thereof, and 31 CFR Parts 209 and 210 to 
direct your payments to your financial organization. The information provided by you will be used for 
identification with the records of the program agency and the financial organization in order to direct your 
payments to the point you authorize. Failure to provide the requested information may affect or preclude 
the direct deposit of your payments. 


ACTION Form A-760 (2/76) 



Group 4 

This Notice Will Accompany Standard Forms 1177, 1192 
SF 1177 U.S. Savings Bond Issue File Action Request 

SF 1192 United States Savings Bond Authorization for Purchase and Request for Change 
The following information is provided to comply with the Privacy Act of 1974 (P.L. 93-579). The 
furnishing of social security numbers is required by the regulations governing savings bonds, Treasury 
Department Circular No. 530, 31 CFR 315. The numbers are used to maintain ownership records of the 
bonds. Other information requested by this form is also required under the above regulations to establish 
the rights, authority, and/ or entitlement of the signers. Failure to furnish any of the requested information 
may prevent completion of the transaction. 

Group 5 

This Notice Will Accompany TFS Forms 3023 (formerly TUS3023 and GFO 3023). TUS5583 

TFS 3023 (formerly TUS 3023 and GFO 3023) Specimen Signature 
TUS 5583 Signature Card 

The following information is provided to comply with the Privacy Act of 1974 (P.L. 93-579). The 
information requested on the enclosed form is required under the provisions of 31 U.S.C. 82b to identify 
the accredited official for disbursing operations. Failure to provide the information requested may affect 
the accreditation of the individual. 

Group 6 

This Notice Will Accompany TFS Forms 2244, (formerly TUS 2244 and GFO 2244), 2244A (formerly 
TUS 2244A), TUS Forms 2244B, 2244G, 2244H 

TFS 2244 (formerly TUS 2244 and GFO 2244) Undertaking of Indemnity-Substitute Checks 
TFS 2244A (formerly TUS 2244A) Application to Obtain the Issuance of a Substitute Check (or checks) 
without the Execution of an Undertaking of Indemnity 
TUS 2244B Undertaking of Indemnity-Substitute Check 

TUS 2244G Application to Obtain Substitute Check by Resident of Foreign Country 
TUS 2244H Affidavit by Individual Surety 

The following information is provided to comply with the Privacy Act of 1974 (P.L. 93-579). All 
information requested is specifically required by 31 U.S.C. 528. The completed form may be used to 
provide indemnification against loss to the United States in the issuance of a substitute check(s). If all 
information is not furnished, the issuance of the check(s) may be delayed. 




fiOOtf Memorandum 


£1 WASHINGTON, D.C. 20525 


TO : Office Heads State Program Directors 

Regional Directors Area Managers 

Division Directors Supervisors 

FROM : PhifBoZ^>An,/0ir4(ttor 

^/Pir^o jg&hj M 

SUBJECT: Requests for Information Concerning Staff Personnel 


DATE: 12-01-75 



Your attention is invited to the following excerpts from page 42113 of 
the Federal Register, Volume 40, Number 176, dated Wednesday, September 
10, 1975: 


" Official Personnel Filesr - 

Official personnel files of Federal Employees... in the custody 
of this agency are considered the property of the Civil Service 
Commission. Access to such files shall be in accordance with 
such notices published by the Commission. 


Access to such files in the custody of the Agency will be granted 
to individuals to whom such files pertain upon request to the Director, 
Office of Personnel Management. 

Various offices in the Agency maintain files which contain miscellaneous 
copies of personnel material affecting ACTION employees. This 
would include copies of standard personnel forms, evaluations, etc. 

These files are kept only for immediate office reference and are 
considered by the Agency to be part of the general personnel files 
and can only be disclosed through the Director of the Office of 
Personnel Management in order that he may ensure that any material 
to be disclosed is relevent, material, current, and fair to the 
individual employee. It is also the policy of the Agency to limit 
the use of such files and to encourage the destruction of as many 
as possible." 

When you receive a confidential inquiry or reference check on a person 
who has given your name as a reference, the reply is based on your 
personal knowledge and does not become a part of the ACTION official 
personnel file. 
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All personnel documents prepared by you or furnished you in your 
capacity as a supervisor or manager are considered as part of the 
Official Personnel Files. Such records include copies of data runs 
such as the Ceiling and Grade Report, copies of Performance Ratings 
and Career Appraisals, Notices of Personnel Action (SF-50), copies 
of official position descriptions. Requests for Personnel Action 
(SF-52), copies of correspondence for inclusion in the Official 
Personnel Folder, copies of recommendations for meritorious or 
quality salary increase, copies of applications (SF-171), copies 
of Employee Record Cards (OF-7), etc. 

Requests for information from the above records should not be filled 
by your office, but instead the request should be immediately forwarded 
to Ty Simpson, Chief Personnel Operations, Room 303, 806 Connecticut 
Ave., N.W., Washington, D.C. 20525. 

In no instance may home addresses or home telephone numbers of applicants, 
current employees, or former employees of ACTION be given out, except 
at the instruction of the Chief, Personnel Operations. 




47. PRIVACY ACT: 

(a) The contractor agrees: 

(1) To comply with the Privacy Act of 1974 and the rules and 

regulations issued pursuant to the Act in the design, develop¬ 
ment, or operation of any system of records on individuals in 
order to accomplish an agency function when the contract spe¬ 
cifically identifies (i) the system or systems of records and 
(ii) the work to be performed by the contractor in terms of any 
one or combination of the following: (A) design, (B) develop¬ 

ment, or (C) operation; 

(2) to include the solicitation notification contained in 
this contract in every solicitation and resulting subcontract 
and in every subcontract awarded without a solicitation when 
the statement of work in the proposed subcontract requires 
the design, development, or operation of a system of records 
on individuals to accomplish an agency function; and 

(3) to include this clause, including this paragraph (3), in 
all subcontracts awarded pursuant to this contract which require 
the design, development, or operation of such a system of records. 

(b) In the event of violations of the Act, a civil action may 
be brought against the agency involved where the violation con¬ 
cerns the design, dvelopment, or operation of a system of 
records on individuals to accomplish an agency function, and 
criminal penalties may be imposed upon the officers or employees 
of the agency where the violation concerns the operation of a 
system of records on individuals to accomplish an agency function. 
For purposes of the Act when the contract is for the operation of 

a system of records on individuals to accomplish an agency function, 
the contractor and any employee of the contractor is considered 
to be an employee of the agency. 

(c) The terms used in this clause have the following meanings: 

(1) "Operation of a system of records" means performance of any 
of the activities associated with maintaining the system of 
records including the collection, use, and dissemination of 
records. 

(2) "Record" means any item, collection, or grouping of information 
about an individual that is maintained by an agency, including, but 
not limited to, his education, financial transactions, medical 
history, and criminal or employment history and that contains his 
name, or the identifying number, symbol, or other identifying 
particular assigned to the individual, such as a finger or voice 
print or a photograph. 



(3) "System of records" on individuals means a group of any 
records under the control of any agency from which information 
is retrieved by the name of the individual or by some identifying 
number, symbol, or other identifying particular assigned to the 
individual. 





Memorandum 


WASHINGTON, D.C. 20525 



SUBJECT: Safeguarding Privacy Act Systems 


DATE: 


All Privacy Act record systems must be safeguarded as 
stated in the interim regulation memo to All ACTION 
Employees dated 9/30/75, Subject: Implementation of 
the Privacy Act. Inspections will be made to insure 
compliance with safeguarding requirements. 

Place the following information on a gummed label and 
affix it to each storage container (file cabinet, vertical 
file, etc.): PRIVACY ACT & System No. 

Sample: 

PRIVACY ACT 
ACTION/OEO-1 


Gummed labels and/or peel-off labels are available from 
the supply room. 

All system containers should be marked by December 15, 1975 

Please return this memo to AF/AS, M-401, with the following 
information: 

System No. _ 

Location ’ _ 

(Bldg. & Room No.) 
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PRIVACY ACT NOTIFICATION 


AUTHORITY 


This information is provided pursuant to Public Law 93-579 (Privacy Act of 1974) 
December 31, 1974, for individuals completing Federal employment application 
forms, resumes and related forms. Sections 1302, 3301, and 3304 of Title V of 
the United States Code and under the Domestic Volunteer Service Act, 42 U.S.C. 

4951, Public Law 93-113, Title IV, Section 402 (13) et seq., give the U.S. Civil Service 
Commision and ACTION, respectively, the authority to recruit, examine and evaluate 
applicants' qualifications for employment in the Federal service and/or in the 
private sector, as applicable. Use of the employment application forms is necessary 
for performing these functions.. 

PURPOSES & USES 


The principal purpose of the employment application forms is to collect information 
needed to determine qualifications, suitability and availability of applicants for 
Federal employment and/or private-sector employment, as applicable, and of 
current Federal employees for reassignment, reinstatement, transfer, or promotion. 

Your completed application may be used to examine, rate and/or assess your qualifications, 
to determine if you are entitled under certain laws and regulations such as Veterans' 
Preference, and restrictions based on citizenship, members of family already 
employed, and residence requirements; and to contact you concerning availability 
and/or for an interview. All or part of your completed Federal application form 
and/or resume and/or related forms may be disclosed outside of the U.S. Civil 
Service Commission and/or ACTION, to: 

1. Federal agencies upon request for a list of eligibles to consider for 
appointment, reassignment, reinstatement, transfer or promotion. 

2. State and local government agencies, congressional offices, public inter¬ 
national organizations, and other public offices, if you have indicated 
availability for such employment considerations. 

3. Federal agency investigators to determine your suitability for Federal 
employment. 

4. Federal, State or local agencies to create other personnel records after 
you have been appointed. 

5. Appropriate Federal, State or local law-enforcement agencies charged 
with the responsibility of investigating a violation or potential violation 
of the law. 

6. Appropriate Federal, State or local agencies maintaining records on 
you to obtain information relevant to an agency decision about you. 

7. A requesting Federal, State or local agency to the extent that information 
is relevant to the requesting agency's decision. 

8. Federal agency selecting officials involved with internal personnel management 
functions. 

9. Your college or university placement offices if you are appointed to 
a career position in some occupations at certain grade levels. 

10. Anyone requesting statistical information (without your personal identifica¬ 
tion) under the Freedom of Information Act. 

11. A congressional office in response to an inquiry from the congressional 
office made at your request. 

12. State and local government agencies and private^sector employers in 
commission of ACTION'S Outplacement Counseling services. 



EFFECTS OF NONDISCLOSURE 


Omission of an item means you might not receive full consideration for a position 
for which this information is needed. 

INFORMATION REGARDING DISCLOSURE OF YOUR SOCIAL SECURITY 
NUMBER UNDER PUBLIC LAW 93-579, SECTION 7(b) 


Disclosure by you of your Social Security Number (SSN) is mandatory to obtain 
the services, benefits or processes that you are seeking, Solicitation of the SSN 
by the U.S. Civil Service Commission is authorized under provisions of Executive 
Order 9397, dated November 22, 1943. The SSN is used as an identifier throughout 
your Federal career from the time of application through retirement. It will be 
used by the Civil Service Commission and other Federal agencies in connection 
with lawful requests for information about you from your former employers, from 
educational institutions, and financial or other organizations. The information 
gathered through the use of the number will be used only as necessary in personnel 
administration processes carried out in accordance with established regulations 
and published notices of systems and records. The SSN will also be used for selection 
of persons to be included in statistical studies of personnel management matters. 

The use of the SSN is made necessary because of the large number of present 
and former Federal employees and applicants who have identical names and birth 
dates, and whose identities can only be distinguished by the SSN. 



/OON* 

WASHINGTON, D.C. 20525 



The Outplacement Counseling Office is in the process 
of updating its Talent Bank of former volunteer resumes. 

If you wish to have your data remain on file in the 
Talent Bank for referral to potential employers, we 
request that you either send us an up-to-date resume or 
complete the enclosed Standard Form 171 and return it to 
us. If you choose to complete the SF-171, be sure to 
describe your job experience in detail, type the form, 
and date and sign the form. 

If we have not heard from you within 60 days, we will 
assume that you are no longer seeking employment and we 
will remove your file from the Talent Bank. 

Sincerely, 


Outplacement Counseling 


Enclosure 


ACTION Memorandum 



XJ WASHINGTON, D.C. 20525 


TO 


ALL ACTION EMPLOYEES 


DATE: 9/30/75 


FROM 


Johri' L 


;puty Director, ACTION 


SUBJECT 


Implementation of the/Privacy Act 


As all offices have been advised, the Privacy Act 
becomes effective on September 27, 1975. This memorandum 
will serve to highlight certain aspects of the Act which 
require immediate attention and to advise you of certain 
items concerning implementation. There will be further 
publications of detailed instructions concerning aspects 
of agency regulations regarding the Privacy Act which 
are attached hereto. All employees responsible for 
systems of records as defined in the regulations and 
herein should make certain that they carefully read the 
agency regulations and directives concerning the Privacy 
Act. Violation of provisions of the Privacy Act is a 
misdemeanor and upon conviction, the individual res¬ 
ponsible for such violation may be fined up to $5000. In 
addition, the agency can be sued for damages for violation 
of the Act and a successful litigant may be awarded 
damages and attorneys* fees. 

Any and all questions regarding'the Privacy Act, 
the regulations or other directives thereunder should 
be referred to the Director, Administrative Services 
Division, or, in the case of legal questions, to the 
Office of General Counsel. 
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1. PURPOSE 


The purpose of the Privacy Act is to permit indivi¬ 
duals to determine what information is maintained by 
government agencies about them and to permit such indi¬ 
viduals to have an opportunity to correct any such record 
the agency maintains. Specific provisions for obtaining 
copies of records and procedure for correcting records 
are contained in the attached regulations which have 
been published in the Federal Register. 

2. PUBLICATION OF AGENCY RULES AND SYSTEMS OF RECORDS 

As required by the Act, the agency rules and systems 
of records were published on August 27, 1975, and they 
will be officially adopted as final on September 27, 1975. 
All offices were asked to review and comment on these 
regulations and the systems of records which have been 
published. These comments were to be returned by 
September 17, 1975. 

3. SYSTEMS OF RECORDS 


A. As defined in the law and agency regulations a 
system of records is a group of any records containing 
personal information about individuals from which infor¬ 
mation can be retrieved by name of the individual or by 
some other identifying number, symbol or other personal 
identifier assigned to such individual. A social security 
number, or in the case of a volunteer or ex-volunteer, 

his or her volunteer number would be an example of such 
personal identifier. 

B. All of ACTION 1 s systems of records were published 
in the Federal Register as indicated above on August 27 ] 
1975. No new systems of records can be established nor 
may existing systems of records - be changed as to content 
without OMB and Congressional approval. Any existing 
system of records which was not published in the Pederal 
Register may not be used after September 27, 1975. The 
maintenance of a system of records without publication - 
is a violation of the Privacy Act for which the person 
responsible may be fined upon conviction . 



C. Suggestions for the establishment of new systems, 
or changes in existing systems must be requested by a 
memo through a division or office director to the Director 
of Administrative Services. Any such request must present 
adequate justification and completely describe the record 
system sought to be established or changed. In the case 
of changes in existing systems, the system to be changed 
should be identified in ACTION 1 s existing published systems 
of records. 

4. RELEASE OF RECORDS 

A. It is ACTION policy, consistent with the Privacy 
Act, to maintain strictly the confidentiality of all 
records and systems of records. Records may only be 
released to the individual to whom such record pertains 
or his authorized representative as provided in the 
rules and regulations attached. It is the responsibility 
of each system manager as identified in ACTION'S published 
systems of records to control access to any system of 
records. 

B. It should be noted that certain records may not 
be released in their original form even to the individual 
to whom such record pertains. References will not be 
released because of a promise to confidentiality to the 
person giving the reference. Medical and psychiatric 
records are released pursuant to agency policy only to a 
physician designated by the individual to whom the 
record pertains. 

C. All documents to be released should be reviewed 
to insure that all information is accurate and correct, 
and that the names of other individuals are not contained 
in such records in such a fashion that their privacy 
might be infringed by release even to the individual to 
whom the record pertains. 

5. IDENTIFICATION OF REQUESTING INDIVIDUAL 

Identifying information should be obtained from any 
individual requesting access to his or her records in 
order to insure that such individual is entitled to 
such access. 



A. If the individual requester appears in person, 
he should be identified by driver's license or other 
similar type of personal identification with a name and 
signature. 

B. If the individual makes the request by letter, 
he or she should be required to submit a notarized 
request. In advising such individual of the necessity 
of a notarized request the following should be used: 

"We can furnish you with copies of your 
records upon proper identification. We 
would need your Social Security Number 
and your home address at the time of 
your entry into service. Your request 
must be notarized in such a fashion as 
to indicate that the notary has personal 
knowledge of your identity. This is for 
the purpose of protecting the confiden¬ 
tiality of personnel records." 

C. In the event an individual authorizes another 
person to obtain, his records, a notarized authorization 
statement should be taken. 

D. If an individual requests access to his records 
and wishes to be accompanied by a personal representative 
written authorization from such individual to do so 
should be obtained. 

6. FORMS 


The following forms have been designed for use and 
are being forwarded under separate cover to the offices 
involved with the maintenance of Privacy Act type records 

A. ACTION Form-A-734-Privacy Act Request Log - 
Freedom of Information Request Log. 

B. ACTION Form A-735a-Privacy Act Accounting for 
Disclosure of Information to Law Enforcement Agency. 

C. ACTION Form A-735b-Privacy Act Accounting of 
Routine Disclosures. 

D. ACTION Form A-735c-Privacy Act - Accounting of 
Subpoened Records. 



E. Please note that all offices in ACTION/W, DO 
Regional Offices, ORC Service Centers and Peace Corps 
Countries must post these forms when disclosing infor¬ 
mation. The procedure is to make an original and copy 
for each disclosure. The original should be filed on 
the left side of the individual's folder. The copy 
should be filed in a separate folder which brings to¬ 
gether all disclosures in a consolidated folder by type, 
i.e., routine, subpoena and law enforcement agency. 

F. This is the first time these forms are being 
used. There is no experience anywhere on the use of 
these forms. After use of the forms there should be 
suggestions for revisions. Please send those to the 
Director, Administrative Services Division. 

7. CONFIDENTIALITY OF RECORDS 

A. All systems of records maintained by ACTION must 

be kept in a confidential manner appropriate to the records 
maintained in the system. Contents of any and all records 
may be divulged within the agency only to those with the 
need for such access in the performance of their official 
duties. 

B. Contents of records systems should be divulged 
outside of the agency only for an appropriate routine use 
as published in the Federal Register. Records contained 
in records systems should be kept in appropriate files 

at all times when not in use. Obviously some records 
need not be considered so sensitive or private as to 
require substantial security precautions. Payroll lists, 
volunteer lists, time and attendance records, etc. which 
contain no confidential information should be maintained 
carefully but need not be treated as confidential records. 

8. ADVICE AND ASSISTANCE 


Individuals requesting copies of records pertaining 
to them should be provided all advice and assistance 
necessary to assist them in locating any records which 
the agency may maintain about such individuals. If a 
request is made to a regional office which does not have 
a record about such individual, the individual should 
be advised what office might have such record. If there 
is any doubt as to whether a record exists at all, the 
requester should be referred to the Office of Adminis¬ 
trative Services. 
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9. CONCLUSION 


The Privacy Act specifically makes it the respon¬ 
sibility of all employees dealing with record systems 
to obey the provisions of the law and the regulations 
published pursuant thereto. The law is new as are the 
regulations and procedures. Any suggestions for changes 
should immediately be submitted to the Office of 
Administrative Services. In cases of doubt as to whether 
a request is made under the Freedom of Information Act 
or the Privacy Act, the same office should be consulted. 
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ACTION 

[ 45 CFR Part 1224 ] 

PRIVACY ACT OF 1974 
Proposed Regulation and Implementation 

Notice is hereby given that ACTION 
proposes to amend Title 45 of the Code 
of Federal Regulations by adding a new 
part 1224 which implements the pro¬ 
visions of Sections 2 and 3 of the Privacy 
Act of 1974 (Pub. L. 93-579) (hereinafter 
referred to as the Act”). The proposed 
regulation establishes policies and pro¬ 
cedures to assure protection of individ¬ 
ual privacy and the accuracy and secu¬ 
rity of records in accordance with the re¬ 
quirements of the Act. The regulation 
includes'provisions for individual access 
to, correction and/or amendment of 
such records and the disclosure of in¬ 
formation from such records, exemptions 
from disclosure, exceptions to regula¬ 
tions against disclosure, and standards 
of conduct for persons in control of recr 
ords systems. 

Any person interested in the proposed 
regulation may submit written comments 
or views on such regulations by address¬ 
ing ACTIGN/OGO, M-607, 806 Connect¬ 
icut Avenue, NW., Washington, D.C. 
20525, on or before September 26, 1975. 
All written comments received from the 
public through that date will be con¬ 
sidered by the Agency in formulating 
final regulations. Comments received will 
be available for public inspection at the 
above address between the hours of 9 
a.m. and 5 p.m., Monday through Friday 
(except holidays) until September 1, 
1975. 

Notice is hereby given that it is pro¬ 
posed to make these regulations effective 

September 27, 1975 on the effective date 
of the Act. 

Title 45, Code of Federal Regulations, 
is proposed to be amended by establishing 
a new Part 1224 as follows: 

PART 1224—IMPLEMENTATION OF 
THE PRIVACY ACT OF 1974 

Sec. 

1224.1- 1 Purpose. 

1224.1- 2 Policy, 

1224.1- 3 Definitions. 

1224.1- 4 Disclosure of Records. 

1224.1- 5 Annual notices. 

1224.1- 5a Few uses of information. 

1224.1- 6 Reports regarding changes in 

systems. 


1224.1-7 


1224.1- 8 

1224.1- 9 

1224.1- 10 

1224.1- 11 

1224.1- 12 

1224.1- 13 

1224.1- 14 

1224.1- 15 

1224.1- 16 

1224.1- 17 


Use of social security account 
number in records system [Re¬ 
served]. 

Rules of conduct. 

Records systems—management 

and control. 

Security of records systems— 
manual and automated systems. 
Accounting for disclosure of 
records. 

Contents of records systems. 
Access to records. 

Specific exemptions. 

Identification of requestors. 
Amendment of records and ap¬ 
peals with respect thereto. 
Fees. 


Authoritt: Pub. L. 93-579, 5 U.S.C. 552a. 


§ 1224.1-1 Purpose. 

The purpose of this part is to set forth 
the basic policies of ACTION governing 
the maintenance of systems of records 
containing personal information as de¬ 
fined in the Privacy Act (5 USC 552a). 
Records included in this part are those 
described in aforesaid Act and main¬ 
tained by ACTION and/or any compo¬ 
nent thereof. 


§ 1224.1-2 Policy. 

It is the policy of ACTION to protect, 
preserve and defend the right of privacy 
of any individual as to whom the agency 
maintains personal information in any 
system records and to provide appropri¬ 
ate and complete access to such records 
including adequate opportunity to cor¬ 
rect any errors in said records. It is fur¬ 
ther the policy of the agency to maintain 
its records in such a fashion that the 
information contained therein is and re¬ 
mains material and relevant to the pur¬ 
poses for which it is received in order to 
maintain its records with fairness to the 
individuals who are the subject of such 
records. 


§ 1224.1—3 Definitions. 

(a) “Record” means any document or 
other information about an individual 
maintained by the agency whether col¬ 
lected or grouped and including but not 
limited to information regarding educa¬ 
tion financial transactions, medical his¬ 
tory’, criminal or employment history, or 
any other personal information which 
contains the name or other personal iden- 


to such individual. 

(b) “System of Records means a 
group of any records under the control 
of the agency from which information is 
retrieved by use of the name of an indi¬ 
vidual, or by some identifying number. 



PROPOSED RULES 


symbol, or other identifying particular 
of whatsoever kind or nature. 

(c) “Routine Use” means, with respect 
to the disclosure of a record, the use of 
such record for a purpose which is com¬ 
patible with the purpose for which it 
was collected. 

(d) The term “agency” means AC¬ 
TION and/or any component thereof. 

(e) The term “individual” means any 
citizen of the United States or an alien 
lawfully admitted to permanent resi¬ 
dence. 

(f) The term “maintain" includes the 
maintenance, collection, use or dissemi¬ 
nation of any record. 

§ 1224.1—4 Disclosure of Records. 

The agency wilhnot disclose any per¬ 
sonal information from systems of rec¬ 
ords it maintains to any individual other 
than the individual to whom the record 
pertains, or to another agency, without 
the express written consent of the indi¬ 
vidual to whom the record pertains, or 
his agent or attorney, except in the fol¬ 
lowing instances: 

(a) To officers or employers of AC¬ 
TION having a need for such record in 
the official performance of their duties. 

(b) With respect to records which 
should follow an employee in transfer 
situations, to the personnel office of a 
different agency as a result of a transfer 
or a potential transfer of the individual 
to whom the record pertains. 

(c) When required under the provi¬ 
sions of the Freedom of Information Act 
(5U.S.C. 552). 

(d) For routine uses as appropriately 
published in the annual notice of the 
Federal REGirTER. 

(e) To the Bureau of the Census for 
uses pursuant to Title 13. 

(f) To an individual or agency having 
a proper need for such record for statis¬ 
tical research provided that such record 
is transmitted in a form which is not 
individually identifiable and that an ap¬ 
propriate written statement is obtained 
from the person to whom the record is 
transmitted stating the purpose for the 
request and a certification under oath 
that the records will be used only for 
statistical purposes. 

(g) To the National Archives of the 
United States as a record of historical 
value under rules and regulations of the 
Archives as may be established by the 
Administrator of General Services or his 
designee. 

(h) To an agency or instrumentality 
of any governmental jurisdiction within 
the control of the United States for civil 
or criminal law enforcement purposes 
provided however that the head of any 
such agency instrumentality has made a 
written request for such records specify¬ 
ing the particular portion desired and 
the law enforcement activity for which 
the record is sought. Such a record may 
also be disclosed by the agency to the law 
enforcement agency on its own initiative 
in situations in which criminal conduct 
is suspected provided that such disclosure 
has been established as a routine use or 


in situations in which the misconduct 
is directly related to the purpose for 
which the record is maintained. 

(i) In emergency situations upon a 
showing of compelling circumstances ef¬ 
fecting the health or safety of any indi¬ 
vidual provided that after such disclo¬ 
sure notification of such disclosure must 
be promptly sent to the last known ad¬ 
dress of the individual to whom the rec¬ 
ord pertains. 

(j) To either House of Congress or to 
a subcommittee or committee (joint or 
of either house) to the extent the sub¬ 
ject matter falls within their jurisdiction. 

(k) To the comptroller general or any 
of his authorized representatives in the 
course of the performance of his duties 
and of that of the General Accounting 
Office. 

(l) Pursuant to an order of a court of 
competent jurisdiction provided that if 
any such record is disclosed under such 
compulsory legal process and subse¬ 
quently made public by the court which 
issued it, the agency must make a reason¬ 
able effort to notify the individual to 
whom the record pertains of such dis¬ 
closure. 

§ 1224.1-5 Annual Notices. 

The agency shall publish annually a 
notice of all systems of records main¬ 
tained by it as defined herein in the 
format prescribed by the General Serv¬ 
ices Administration in the Federal Reg¬ 
ister, provided however that such pub¬ 
lication shall not be made for those 
systems of records maintained by other 
agencies though in the temporary cus¬ 
tody of this agency. 

§ 1224.1—5a New Uses of Information. 

At least 30 days prior to publication of 
information under the preceding section, 
the agency shall publish in the Federal 
Register a notice of its intention to es¬ 
tablish any new routine use of any sys¬ 
tem of records maintained by it with an 
opportunity for public comments on such 
use. Such notice shall contain the fol¬ 
lowing: 

(a) The name of the system of records 
for which the routine use is to be estab¬ 
lished. 

(b) The authority for the system. 

(c) The purpose for which the record 
is to be maintained. 

(d) The proposed routine use(s). 

(e) The purpose of the routine use(s). 

(f) The categories of recipients of such 
use. 

In the event of any request for an addi¬ 
tion to the routine uses of the systems 
which the agency maintains, such re¬ 
quest may be sent to the fillowing officer: 
Director, A&F/AS, ACTION, 806 Con¬ 
necticut Avenue, N.W., Washington, D.C. 
20525. 

§ 1224.1—6 Reports Regarding Changes 
in Systems. 

The agency shall provide to Congress, 
the Office of Management and Budget, 
and the Privacy Protection Commission 
advance notice of any proposal to estab¬ 
lish or alter any system of records as de- 
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fined herein. This report will be submit¬ 
ted in accord with guidelines to be pro¬ 
vided by the Office of Management and 
Budget. 

§ 1224.1—7 Use of Social Security Ac¬ 
count Number in Records Syslems. 
[Reserved] 

§ 1224.1—8 Rules of Conduct. 

(a) The Head of the agency shall as¬ 
sure that all persons involved in the de¬ 
sign, development operation or main¬ 
tenance of any systems of records as de¬ 
fined herein are informed of all require¬ 
ments necessary to protect the privacy 
of individuals who are the subject of such 
records. All employees shall be informed 
of all implications of the Act in this area 
incuding the criminal penalties provided 
under 5 USC 552a and the fact that 
agency may be subject to civil suit for 
failure to comply with the provisions of 
the Privacy Act and these regulations. 

(b) The Head of the agency shall also 
ensure that all personnel having access 
to records receive adequate training in 
the protection of the security of personal 
records and that adequate and proper 
storage is provided for all such records 
with sufficient security to assure the pri¬ 
vacy of such records. 

§ 1224.1—9 Records Systems—Manage¬ 
ment and Control. 

(a) The Director of Administrative 
Services (A&F) shall have overall con¬ 
trol and supervision of the security of all 
records keeping systems and shall be 
responsible for monitoring the security 
standards set forth in these regulations. 

(b) A designated official (System Man¬ 
ager) shall be names who shall have 
management responsibility for each rec¬ 
ord system maintained by the agency and 
who shall be responsible for providing 
protection and accountability for such 
records at all times and for insuring that 
such records are secured in appropriate 
containers whenever not in use or in the 
direct control of authorized personnel. 

§ 1224.1—10 Security of Records Sys¬ 
tems—Manual and Automated Sys¬ 
tems. 

The head of the agency has the respon¬ 
sibility of maintaining adequate techni¬ 
cal, physical and security safeguards to 
prevent unauthorized disclosure or de¬ 
struction of manual and automatic rec¬ 
ord systems. These security safeguards 
shall apply to all systems in which iden¬ 
tifiable personal data are processed or 
maintained including all reports and out¬ 
puts from such systems which contain 
identifiable personal Information. Such 
safeguards must be sufficient to prevent 
negligent, accidental or unintentional 
disclosure, modification or destruction of 
any personal records or data and must 
furthermore minimize the extent practi¬ 
cable the risk that skilled technicians or 
knowledgeable persons could improperly 
obtain access to modify or destroy such 
records or data and shall further insure 
against such casual entry by unskilled 
persons without official reasons for access 
to such records or data. 
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(a) Manual systems. (1) Records con¬ 
tained in records systems as defined 
herein may be used, held or stored only 
where facilities are adequate to prevent 
unauthorized access by persons within or 
without the agency. 

(2> All records systems when not un¬ 
der the personal control of the employees 
authorized to use same must be stored 
in an appropritae metal filing cabinet. 
Where appropriate, such cabinet shall 
have three position dial-type combina¬ 
tion lock, and/or be equipped with a 
steel lock bar secured by a GSA approved 
changeable combination padlock or in 
some such other securely locked cabinet 
as may be approved by GSA for the stor¬ 
age of such records. Certain systems are 
are not of such confidential nature that 
their disclosure would harm an individ¬ 
ual who is the subject of such record. 
Records in this category shall be main¬ 
tained in steel cabinets without the 
necessity of combination locks. 

(3) Access to and use of systems of 
records shall be permitted only to per¬ 
sons whose official duties require such 
access within the agency, for routine 
uses as defined in subpart B herein as 
to any given system, or for such other 
uses as may be provided herein. 

(4) Other than for access within the 
agency to persons needing such records 
in the performance of their official duties 
or routine users as defined in subpart B 
herein or such other uses as provided 
herein, access to records within systems 
of records shall be permitted only to the 
individual to whom the record pertains 
or upon his or her written request to a 
designated personal representative. 

(5) Access to areas where records sys¬ 
tems are stored will be limited to those 
persons whose official duties require work 
in such areas and proper accountings of 
removal of any records in storage areas 
in tiie form directed by the Director, 
A&F/AS, shall be maintained at all times. 

(6) The agency shall assure that all 
persons whose official duties who require 
access to and use of records contained in 
records systems ere adequately trained to 
protect the security and privacy of such 
records. 

(7) The disposal and destruction of 
records within records systems shall be 
in accord with rules promulgated by the 
General Services Administration. 

(b) Automated systems. (1) Identifi¬ 
able personal information may be proc¬ 
essed, stored or maintained by automatic 
data systems only where facilities or con¬ 
ditions are adequate to prevent unau¬ 
thorized ■ access to such system in any 
form. Whenever such data whether con¬ 
tained in punch cards, magnetic tapes 
or discs are not under the personal con¬ 
trol of an authorized person such infor¬ 
mation must be stored in a metal filing 
cabinet having a built-in three position 
combination lock, a metal filing cabinet 
equipped with a steel lock bar secured 
with a GSA approved combination pad¬ 
lock, or in adequate containers or in a 
secured room or in such other facility 
having greater safeguards than those 
provided for herein. 

(2) Access to and use of identifiable 
personal data associated with automa¬ 


ted data systems shall be limited to those 
persons whose official duties require such 
access. Proper control of personal data in 
any form associated with automated data 
systems shall be maintained at all times 
including maintenance of accountability 
records showing disposition of input and 
output documents. 

(3) All persons whose official duties 
require access to processing and main¬ 
tenance of identifiable personal data and 
automated systems shall be adequately 
trained in the security and privacy of 
personal data. 

(4) The disposal and disposition of 
identifiable personal data and automated 
systems shall be carried on by shredding, 
burning or in the case of tapes or discs, 
degaussing, in accord with any regula¬ 
tions now or hereafter proposed by the 
GSA or other appropriate authority. 

§ 1224.1—11 Accounting for Disclosure 
of Records. 

Each office maintaining a system of 
records shall account for all records 
within such system by keeping a^ written 
log in the form prescribed by the Direc¬ 
tor, A&F/AS, containing the following 
information: 

(a) The date, nature and purpose of 
each disclosure of a record to any per¬ 
son or to another agency. Disclosures 
made to employee of the agency in the 
normal course of their official duties, or 
pursuant to the provisions of the Free¬ 
dom of Information Act need not be ac¬ 
counted for. 

(b) Such accounting shall contain the 
name and address of the person or 
agency to whom the disclosure was 
made. 

(c) The accounting shall be main¬ 
tained in accord with a system approved 
by the Director, A&F/AS, as sufficient 
for the purpose but in any event suffi¬ 
cient to permit the construction of a 
listing of all disclosures at appropriate 
periodic intervals. 

(d) The accounting shall reference 
any justification or basis upon which 
any release was made including any 
written documentation required when 
records are released for statistical or law 
enforcement purposes under the provi¬ 
sions of subsection (b) of the Privacy 
Act of 1974 (5 USC 552a). 

(e) For the purpose of this part, the 
system of accounting for disclosures is 
not a system of records under the defini¬ 
tions hereof and no accounting need be 
maintained for the disclosure of ac¬ 
counting of disclosures. 

§ 1224.1-12 Contents of Record Sys¬ 
tems. 

The agency shall maintain in any rec¬ 
ords contained, in any records system 
hereunder only such information about 
an individual as is accurate, relevant, and 
necessary to accomplish the purpose for 
which the agency acquired the informa¬ 
tion as authorized by statute or Execu¬ 
tive Order. 

(a) In situations in which the infor¬ 
mation may result in adverse determina¬ 
tions about such individuals’ rights, 
benefits and privileges under any Fed¬ 
eral program, all information placed in 


records systems shall, to the greatest 
extent practicable, be collected from the 
individual to whom the record pertains. 

(b) Each form or other document 
which an individual is expected to com¬ 
plete in order to provide information 
for any records system shall have ap¬ 
pended thereto, or in the body of the 
document: 

(1) An indication of the authority 
authorizing the solicitation of the in¬ 
formation and whether the provision of 
the information is mandatory or 
voluntary. 

(2) The purpose or purposes for which 
the information is intended to be used. 

(3) Routine uses which may be made 
of the information and published pur¬ 
suant to § 1224.1-6 of this regulation, 
and 

(4) The effect on the individual if any 
of not providing all or part of the re¬ 
quired or requested information. 

(c) Records maintained in any sys¬ 
tem of record used by the agency to 
make any determination about any In¬ 
dividual shall be maintained with such 
accuracy, relevancy, timeliness and com¬ 
pleteness as is reasonably necessary to 
assure fairness to the individual in the 
making of any determination about such 
individual, provided however, that the 
agency shall not be required to update 
or keep current retired records. 

(d) Before disseminating any record 
about any individual to any person other 
than an agency, unless the dissemination 
is made pursuant to the provisions of the 
Freedom of Information Act (5 USC 552) 
the agency shall make reasonable efforts 
to assure that such records are, or were 
at the time they were collected, accurate, 
complete, timely and relevant for agency 
purposes. 

(e) Under no circumstances shall the 
agency maintain any record about any 
individual with respect to or describing 
how such individual exercises rights 
guaranteed by the first amendment of 
the Constitution of the United States 
unless expressly authorized by statute or 
by the individual about whom the record 
is maintained, or unless pertinent to and 
within the scope of an authorized law 
enforcement activity. 

(f) In the event any record is dis¬ 
closed as a result of the order of a court 
of appropriate jurisdiction, the agency 
shall make reasonable efforts to notify 
the individual whose record was so dis¬ 
closed after the process becomes a matter 
of public record. 

§ 1224.1—13 Access to records. 

(a) Upon request of any individual 
about whom a record is maintained, ac¬ 
cess to his record or to any information 
contained therein shall be provided. 
Such individual may upon his request be 
accompanied by a person of his choosing 
to review the record and shall be pro¬ 
vided an opportunity to have a copy 
made of all or any portion of any record 
maintained about such individual. Such 
copy shall be in a form comprehensible 
to the individual about whom the record 
pertains. A record may also be disclosed 
to an individual’s representative upon a 
proper notarized written consent of the 
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individual about whom the record per¬ 
tains provided however that before dis¬ 
closure the following procedures shall 

apply: 

1 1 > Medical or psychological records 
shall be disclosed to an individual unless 
in the judgment of the agency access to 
such record might have an adverse effect 
upon such individual. When such de¬ 
termination has been made, the agency 
may require that the information be dis¬ 
closed only to a medical doctor chosen by 
the requesting individual. 

< 3 > Test material and copies of certifi¬ 
cates or other lists of eligibles or any 
other listing the disclosure of which 
would violate the privacy of any other 
individual or be otherwise prescribed by 
the provisions of the Privacy Act of 1974 
shall be removed from the record. 

§ 122 1.1 -1 1 Specific Exemptions. 

Records or portions of records specified 
below shall be exempt from disclosure 
provided however that no such exemp¬ 
tion shall apply to the provisions of 
5 1224.1—16(d) (3) hereof (informing 
prior recipient of corrected or disputed 
records), § 1224.1-12(a) (collecting in¬ 
formation directly from the individual to 
whom it pertains); § 1224.1-12(b) (in¬ 
forming individuals asked to supply in¬ 
formation of the purposes for which it 
is collected and whether it is manda¬ 
tory): § 1224.1-12(c) (maintaining rec¬ 
ords with accuracy, completeness, etc. 
as reasonably necessary for agency pur¬ 
poses) ; § 1224.1-12(f) (notifying the 

subjects of records disclosed under com¬ 
pulsory court process); and § 1224.1-16 
<g) (civil remedies). With the above ex¬ 
ceptions the following material shall be 
exempt from disclosure to the extent 
indicated: 

(a) Material considered classified and 
exempt from disclosure under the provi¬ 
sions of section 552(b) (1) of the Free¬ 
dom of Information Act (5 USC 552). 

(b) Investigatory material compiled 
for the purposes of law enforcement pro¬ 
vided however that if such information 
is to be used for the basis for denial of 
any right, privilege or benefit to which 
such individual would be entitled by Fed¬ 
eral law or otherwise, such material shall 
be provided to the such individual ex¬ 
cept to the extent necessary to protect 
the identity of a source who furnished 
information to the government under an 
express promise that his or her identity 
would be held in confidence, or prior to 
the effective date of the Privacy Act of 
1974, under an implied promise of such 
confidentiality of the identity of such 
source. 

(c) Required by statute to be main¬ 
tained and used solely as statistical 
records. 

<d» Investigatory material compiled 
solely for the purpose of determining 
suitability, eligibility or qualification for 
service as an employee or volunteer or 
for the obtaining of a Federal contract 
or for access to classified information: 
provided, however, that such material 
shall be disclosed to the extent possible 
without revealing the identity of a source 
who furnished information to the gov¬ 
ernment under an express promise of 
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the confidentiality of his identity or, 
prior to the effective date of the Privacy 
Act of 1974, under an implied promise 
of such confidentiality of identity. 

(e) Testing or examination material 
used solely to determine individual quali¬ 
fications for appointment or promotion 
in the Federal service disclosure of which 
would compromise the objectivity or 
fairness of the testing or examination 
process. 

(f) An individual shall not have a 
right of access to any information com¬ 
piled by the agency in reasonable antic¬ 
ipation- of a civil action or proceeding. 

The above specific exemptions from 
disclosure are made for the purpose of 
protecting the confidentiality of classi¬ 
fied information, sources who furnish 
information for law enforcement pur¬ 
poses or selection purposes for volunteer 
service or employment, and to protect 
the integrity of any system of tests or 
examinations for Federal service or ad¬ 
vancement therein. 

§1224.1—15 Identification of Request¬ 
ors. 

The agency shall require reasonable 
identification of all individuals who re¬ 
quest access to records to assure that rec¬ 
ords are disclosed to the proper person. 

(a) In the event an individual requests 
disclosure in person, such individual shall 
be required to show an identification card 
such as a drivers license etc., containing 
a photo and a sample signature of such 
individual. Such individual may also be 
required to sign a statement under oath 
as to his or her identity acknowledging 
that he or she is aware of the penalties 
for improper disclosure under the pro¬ 
visions of the Privacy Act of 1974. 

(b) In the event that disclosure Is re¬ 
quested by mail, the agency may request 
such identifying data as may be neces¬ 
sary to reasonably assure that the in¬ 
dividual making such request is a proper 
person to whom to disclose the informa¬ 
tion requested. In addition, such requests 
shall be notarized in substantially the 
following form: 

Before me the undersigned authority per¬ 
sonally appeared _ to me well 

known to be the person described in and who 
made the above and foregoing request for 
information and he acknowledged before me 
that such request is properly made for the 
use and purposes therein expressed and that 
he/she is aware of the criminal penalties con¬ 
tained in the Privacy Act of 1974 (5 USC 
552a) for improperly attempting to obtain 
records thereunder. 


Notary Public . 

(c) In the event an individual is un¬ 
able to provide suitable documentation or 
identification, the agency may require a 
signed notarized statement asserting the 
identity of the individual and stipulating 
that the individual understands that 
knowingly or willfully seeking or obtain¬ 
ing access to records about another per¬ 
son under false pretenses is punishable 
by a fine of up to $5,000. 

(d) In the event a requestor wishes to 
be accompanied by another person while 
reviewing his or her records, the agency 
may require a written statement author- 
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izing discussion of his or her records in 
the presence of the accompanying repre¬ 
sentative or other persons. 

§ 1224.1—16 A mend men I of Keeords 
and Appeals with Respect Thereto. 

A request for inspection of any record 
shall be made to the Director, A&F/Ad¬ 
ministrative Services, 806 Connecticut 
Avenue, N.W., Washington, D.C. 20525. 
Such request may be made by mail or in 
person provided however that requests 
made in person may be required to be 
made upon a form to be provided by the 
Director of Administrative Services. The 
Director of Administrative Services shall 
keep a current list of systems of records 
maintained by the agency and published 
in accordance with the provisions of 
these regulations. Requests as to record 
systems maintained in Regional Offices 
may be addressed to the appropriate 
Regional Office, Attention the Regional 
Records Officer, in person or by mail. A 
requesting individual may request that 
the agency compile all records pertaining 
to such individual at any named Regional 
Office or at the Central Office in Wash¬ 
ington, D.C., for such individual’s inspec- 
tion-and/or copying. In the event an in¬ 
dividual makes such request for a com¬ 
pilation of all records pertaining to him 
in various locations, appropriate time for 
such compilation shall be provided as 
may be necessary to promptly comply 
with such requests. 

Any such requests should contain, at 
a minimum, identifying information 
needed to locate any given record and a 
brief description of the item or items of 
information required in the event the 
individual wishes to see less than all 
records maintained about him. 

(a) In the event an individual after 
examination of his record desires to re¬ 
quest an amendment of such record, he 
may do so upon any forni provided by 
the Director of Administrative Services. 
The agency through the Director of Ad¬ 
ministrative Services shall provide a 
written acknowledgement of receipt of 
such request within 10 working days 
from the receipt thereof from the in¬ 
dividual who requested the amendment. 
Such acknowledgement may, if neces¬ 
sary, request any additional information 
needed to make a determination with 
respect to such request. If the agency 
makes a determination to comply with 
such request within such 10-day period, 
no written acknowledgement is neces¬ 
sary provided however that a certifica¬ 
tion of such change shall be provided to 
such individual within such period. 

(b) Promptly after acknowledgement 
of the receipt of a request for an 
amendment the agency shall take one 
of the following actions: 

(1) Make any corrections of any por¬ 
tion of the record which the individual 
believes is not accurate, relevant, timely 
or complete. 

(2) Inform the individual of its re¬ 
fusal to amend the record in accord with 
the request together with the reason for 
such refusal and the procedures estab¬ 
lished for requesting review of such re¬ 
fusal by the head of the agency or his 
designee. Such notice shall include the 



\ 


FEDERAL REGISTER, VOL. 40, NO. 167—WEDNESDAY. AUGUST 27. 1975 





name and business address of such 
official. 

(3) Refer the request to the agency 
that has control of and maintains the 
record in those instances where the 
record requested remains the property 
of the controlling agency and not of 
ACTION. 

(c) In reviewing a request to amend 
the record the agency shall assess the ac¬ 
curacy, relevance, timeliness and com¬ 
pleteness of the record with due and ap¬ 
propriate regard for fairness to the in¬ 
dividual about whom the record is main¬ 
tained. In making such determination, 
the agency shall consult criteria for 
determining record quality published in 
pertinent chapters of the Federal Per¬ 
sonnel Manual and to the extent pos¬ 
sible shall accord therewith. 

(d) In the event the agency . agrees 
with the individuals’ request to amend 
such record, it shall: 

(1) Advise the individual in writing. 

(2) Correct the record accordingly, 
and 

(3) Advise all previous recipients of a 
record which was corrected of the cor¬ 
rection and its substance. 

(e) In the event the agency after an 
initial review of the request to amend a 
record disagrees with all or a portion of 
it, the agency shall: 

(1) Advise the individual of its refusal 
and the reasons therefore. 

(2) Inform the individual that he or 
she may request further review in ac¬ 
cord with the provisions of these regula¬ 
tions, and 

(3) The name and address to whom 
the request should be directed. 

(f) In the event an individual re¬ 
questor disagrees with the initial agency 
determination, he or she may appeal 
such determination to the Deputy Di¬ 
rector of the Agency or his designee. 
Such request for review must be made 
within 30 days after receipt by the re¬ 
questor of the initial refusal to amend. 

(g) If after review the Deputy Direc¬ 
tor or his designee refuses to amend the 
record as requested he shall advise the 
individual requester of such refusal and 
the reasons for same; of his or her right 
to file a concise statement of the rea¬ 
sons for disagreeing with the decision 
of the agency in the record; of the pro¬ 
cedures for filing a statement of dis¬ 
agreement and of the fact that such 
statement so filed will be made available 
to anyone to whom the record is sub¬ 
sequently disclosed together with a brief 


statement of the agency summarizing its 
reasons for refusal, if the agency decides 
to place such brief statement in the rec¬ 
ord. The agency shall have the authority 
to limit the length of any statement to 
be filed, such limit to depend upon the 
record involved. The agency shall also 
inform such individual that prior re¬ 
cipients of the disputed record will be 
provided a copy of both statements of dis¬ 
pute to the extent that the accounting 
of disclosures has been maintained and 
of the individual’s right to seek judicial 
review of the agency’s refusal to amend 
the record. 

(h) If after review the official deter¬ 
mines that the record should be amended 
in accordance with the individual’s re¬ 
quest the agency shall proceed as pro¬ 
vided above in the event a request is 
granted upon initial demand. 

(i) Final agency determination of an 
individual’s request for a review shall be 
concluded within 30 working days from 
the initial request excluding the period 
of time between receipt by such individ¬ 
ual of the initial denial and his or her 
filing of a request for review provided 
however that the Deputy Director or his 
designee may determine that fair and 
equitable review cannot be made within 
that time. If such circumstance occurs, 
the individual shall be notified of the 
additional time required in writing and 
of the approximate date on which de¬ 
termination of the review is expected to 
be completed. 

§ 1224.1-17 Fees. 

No fees shall be charged for search 
time or for any other time expended 
by the agency to produce a record. 
Copies of records may be charged 
for at the rate of 10 cents per page pro¬ 
vided that one copy of any record shall 
be provided free of charge. 

This notice is issued in Washington, 
D.C. on August 20,1975. 

Michael P. Balzano, Jr., 

Director , ACTION. 

[FR Doc.75-22493 Filed 8-26-75;8:45 am] 
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ACTION 

SMALL BUSINESS ADMINISTRATION 
PRIVACY ACT OF 1974 
Notice of Systems of Records 

Correction 

The following notices, issued by 
ACTION and the Small Business Ad¬ 
ministration, appeared in the Federal 
Register issue of August 27, 1975 (40 
FR 39805 and 39105, respectively). Some 
of the pages were inadvertently printed 
out of order, so that some Small Busi¬ 
ness Administration text appeared in 
the ACTION document, and some 
ACTION text appeared in the Small 
Business Administration document. 
Therefore, both documents are being re¬ 
printed in their entirety for the con¬ 
venience of the reader as set forth below. 
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ACTION 

PRIVACY ACT OF 1974 
Notice of Systems of Records 

Notice is hereby given that in accord 
with 5 U.S.C. 55a(e> (4) and (11), Sec. 3 
of the Privacy Act of 1974 (Pub. L. 
93-579, hereinafter referred to as the 
‘'Act”) ACTION proposes to adopt notice 
of systems of records as set forth below. 

Any person interested in this notice 
may submit written views, comments or 
other data to ACTION/GC, Room 607, 
806 Connecticut Avenue, N.W., Washing¬ 
ton, D.C. 20525, on or before Septem¬ 
ber 26, 1975. All written comments re¬ 
ceived from the public through said date 
will be considered before publication of 
a final notice. Comments, received will 
be available for public inspection at the 
above address between the hours of 9 
a.m. and 5 p.m., Monday through Friday 
(except holidays). 

This notice does not include specific 
identification of certain systems of rec¬ 
ords in the custody of the Agency due to 
the fact that other Federal agencies have 
assumed responsibility for publishing 
government-wide notices with respect 
thereto. Primarily this includes publica¬ 
tion of systems records pertaining to 
Federal employee personnel records 
by the United States Civil Service 
Commission. 


Special note should be taken of the 
Preliminary Statement to the systems 
of records containing an indication of 
general routine uses, general exemptions 
from disclosure, general regulations as 
to notification, access and contest, and 
other material applicable to ACTION 
record systems generally. The Agency de¬ 
sired to avoid unnecessary repetition and 
duplication in the publication of each 
system of records which might make it 
difficult for the public to review and 
locate a system in which a record might 
be available. The publication of general 
routine uses and exemptions does not 
serve as an indication that each system 
will be normally used or usable for such 
purposes or subject to such exemptions, 
but that the use of any system for such 
routine use shall be permitted upon re¬ 
quest of a designated routine user. In¬ 
cluded in the preliminary statement ol 
routine uses are certain indications of 
special exemptions with respect to volun¬ 
teer personnel files and medical/psychi¬ 
atric records as to which special proce¬ 
dures are required to comply with the 
Agency’s special responsibility to volun¬ 
teers and to personnel as to whom it 
maintains medical/psychiatric informa¬ 
tion. 

This notice is issued in Washington, 
D.C. on August 20, 1975. 

Michael P. Balzano, Jr. 

Director , ACTION . 


The Agency proposes to adopt the fol¬ 
lowing notice of systems of records: 

Notice of Systems of Records 

PRELIMINARY STATEMENT 

OPERATING UNITS— Identification * 
of the operating units within the Agency 
to which a particular system of records 
pertains appears as ‘‘ACTION” followed 
by a designated abbreviation. The ab¬ 
breviations and their meanings are as 
follows: 

OD—Office of the Director 
DO—Office of Domestic and Anti-Pov¬ 
erty Operations 

IO—Office of International Operations 
OPP—Office of Policy and Planning 
CA—Office of Congressional Affairs 
GC—Office of General Counsel 
EO—Office of Equal Opportunity 
AF—Office of Administration and Fi¬ 
nance 

ORC—Office of Recruitment and Com¬ 
munications 

OFFICIAL PERSONNEL FILES —Offi¬ 
cial personnel files of Federal employees 
in the General Schedule in the custody 
of the Agency are considered the prop¬ 
erty of the Civil Service Commission. 
Access to such files shall be in accordance 
with such notices published by the Com¬ 
mission. Access to such files in the cus¬ 
tody of the Agency will be granted to 
individuals to whom such files pertain 
upon request to the Director, Office of 
Personnel Management, 806 Connecticut 
Avenue, N.W., Washington, D.C. 20525. 

Files of employees in the Foreign Serv¬ 
ice Reserve which are not specifically 
covered by the Civil Service Commission 
publication are inter-filed with all other 
personnel files and treated in the same 
manner. The Commission publication of 
notice for official personnel files is there¬ 
fore adopted by reference for Foreign 
Service personnel files in the custody of 
the Agency provided however that ac¬ 
cess, contests and appeals as to any rec¬ 
ord shall be heard as provided in accord 
with ACTION Regulations under the Pri¬ 
vacy Act. 

Various offices in the Agency maintain 
files which contain miscellaneous copies 
of personnel material effecting ACTION 
employees. This would include copies of 
standard personnel forms, evaluation, 
etc. These files are kept only for immedi¬ 
ate office reference use and are consid¬ 
ered by the Agency to be part of the per¬ 
sonnel file system. The Agency’s internal 
regulations provide that such informa¬ 
tion is a part of the general personnel 
files and can only be disclosed through 
the Director of the Office of Personnel 
Management in order that he may insure 
that any material to be disclosed is rele¬ 
vant, material, current, and fair to the 
individual employee. It is also the policy 
of the Agency to limit the use of such 
files and to encourage the destruction of 
as many as possible. 

STATEMENT OF GENERAL ROU¬ 
TINE USES —The following routine uses 
are incorporated by this reference into 


each system of records set forth herein, 
unless such incorporation is specifically 
limited in the system description. 

1. In the event that a record in a sys¬ 
tem of records maintained by the Agency 
indicates any violation or potential vio¬ 
lation of the law whether civil, criminal, 
or regulatory in nature, and whether 
arising by statute, or by regulation, rule 
or order issued pursuant thereto, the 
relevant record in this, system of records 
may be referred, as a routine use, to the 
appropriate agency, whether Federal, 
state, local or foreign charged with the 
responsibility of investigating or prose¬ 
cuting such violation, or charged with 
enforcing or implementing the statute, 
rule, regulation, or order issued pursuant 
thereto; such referral shall also include 
and be deemed to authorize, (1) any and 
all appropriate and necessary uses of 
such records in a court of law or before 
an administrative board or hearing, and 
(2) such other interagency referrals as 
may be necessary to caxry out the receiv¬ 
ing agencies assigned law enforcement 
duties. 

2. In the event the Agency receives a 
request from a Federal, state or local in¬ 
strumentality under the jurisdiction of 
the United States for a record to be used 
for a civil or criminal law enforcement 
activity, authorized by law, such record 
shall be disclosed to such agency or in¬ 
strumentality provided ACTION receives 
a written request from the head of such 
agency or instrumentality specifying the 
particular portion of the record desired 
and the law enforcement activity for 
which the record is sought. 

3. A record may be disclosed as a rou¬ 
tine use to designated officers and em¬ 
ployees of other agencies and depart¬ 
ments of the Federal government having 
an interest in the individual for employ¬ 
ment purposes including the hiring or re¬ 
tention of any employee, the issuance of 
a security clearance, the letting of a con¬ 
tract, or the issuance of license, grant or 
other benefit by the requesting agency, 
to the extent that the information is 
relevant and necessary to the requesting 
agency’s decision on the matter involved, 
provided however, that other than in¬ 
formation furnished for the issuance of 
authorized security clearances, informa¬ 
tion divulged hereunder as to full-time 
volunteers under Title I of the Domestic 
Volunteer Service Act of 1973 (42 U.S.C. 
4951) or the Peace Corps Act (22 U.S.C. 
2501) shall be limited to the provision of 
dates of service and a standard descrip¬ 
tion of service as heretofore provided by 
the Agency. 

4. A record may be disclosed as a rou¬ 
tine use in the course of presenting evi¬ 
dence to a court, magistrate or adminis¬ 
trative tribunal of appropriate jurisdic¬ 
tion and such disclosure shall include 
disclosures to opposing counsel in the 
course of settlement negotiations. 

5. A record may be disclosed as a rou¬ 
tine use to a member of Congress sub¬ 
mitting a request involving an individual 
who is a constitutent of such member 
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who has requested assistance from the 
member with respect to the subject mat¬ 
ter of the record. 

6. Information from certain systems of 
records especially those relating to ap¬ 
plicants for Federal employment or vol¬ 
unteer service may be disclosed as a 
routine use to designated officers and 
employees of other agencies of the Fed¬ 
eral government for the purpose of ob¬ 
taining information as to suitability, 
qualifications and loyalty to the United 
States government. 

7. Information from records systems 
may be disclosed to any source from 
which information is requested in the 
course of an investigation to the extent 
necessary to identify the individual, in¬ 
form the source of the nature and pur¬ 
pose of the investigation, and to identify 
the type of information requested. 

8. Information in any system may be 
used as a data source, for management 
information, for the production of sum¬ 
mary descriptive statistics and analyti¬ 
cal studies in support of the function for 
which the records are collected and 
maintained, or for related personnel 
management functions or manpower 
studies. Information may also be dis¬ 
closed to respond to general requests for 
statistical information (without per¬ 
sonal identification of individuals) under 
the Freedom of Information Act or the 
Privacy Act or to locate specific individ¬ 
uals for personnel research or other per¬ 
sonnel management functions. 

EXEMPTION OF DISCLOSURE- 
NATIONAL DEFENSE AND FOREIGN 
POLICY MATTERS—Certain systems of 
records covered by the Act and main¬ 
tained by the Agency may from time to 
time contain materials subject to specific 
exemptions authorized by 5 U.S.C. 552a 
(k) (1) relating to national defense and 
foreign policy materials. Such materials, 
as an example, might consist of classified 
cables or other documents properly clas¬ 
sified under Executive Order. The Agency 
maintains the right to exempt such 
materials from disclosure wherever they 
might appear in such systems of records, 
but only to the extent necessary to pro-. 
tect such material as required by Execu¬ 
tive Order and various statutes in the 
interest of national defense and foreign 
policy. 

PARTIAL EXEMPTION OF MEDI¬ 
CAL/PSYCHIATRIC INFORMATION — 
Certain systems of records maintained by 
the Agency contain medical/psychiatric 
information, the disclosure of which 
might harm an individual if disclosed di¬ 
rectly to him. As to such records, if in 
the sole judgment of appropriate officials 
of the Agency such disclosure could have 
an adverse effect upon an individual un¬ 
der the provisions of 5 U.S.C. 55a(f) (3), 
disclosure may be limited to a physician 
chosen by the requesting individual or 
his authorized representative. * 

LOCATION OF REGIONAL OF¬ 
FICES —The Agency maintains ten Re¬ 
gional Offices in which certain systems, 
or parts of systems are maintained. The 


Agency also maintains State offices 
under the jurisdiction of the Regional 
Offices. The Regional Offices, their 
addresses, and the States within their 
respective jurisdictions are listed below. 
In the event of any doubt as to whether a 
record is maintained in a Regional Of¬ 
fice, a query may be directed to the Di¬ 
rector, Administrative Services, ACTION, 
Washington, D.C. 20525, who shall fur¬ 
nish all assistance necessary to locate a 
specific record. 

ACTION Region I, John W. McCormack Fed¬ 
eral Bldg., Room 1420, Boston. Massachu¬ 
setts 02109 (Massachusetts. Maine, New 
Hampshire, Vermont, Rhode Island, and 
Connecticut). 

ACTION Region II, 26 Federal Plaza, 16th 
Floor, Suite 1611, New York, New York 
10007 (New York, New Jersey, Puerto Rico 
and Virgin Islands). 

ACTION Region III, 320 Walnut Street, 
Suite 600, ^Philadelphia, Pennsylvania 
19106 (Pennsylvania, Maryland, District of 
Columbia, Delaware and Virginia). 
ACTION Region IV, 730 Peachtree Street. 
N.E., Room 895, Atlanta, Georgia 30308 
(Alabama, Florida, Georgia, Kentucky, 
Mississippi, North Carolina, South Caro¬ 
lina and Tennessee). 

ACTION Region V, 1 North Wacker Drive, 3rd 
Floor, Rm. 322, Chicago, Illinois 60606 
(Illinois, Indiana, Michigan, Minnesota, 
Ohio and Wisconsin). 

ACTION Region VI, Corrigan Tower Build¬ 
ing, Suite 1600, 212 No. St. Paul Street, 
Dallas, Texas 75201 (Arkansas, Louisiana, 
New Mexico, Oklahoma and Texas). 
ACTION Region VII, n Gateway Center, 
Suite 330, 4th and State, Kansas City, 
Kansas 66101 (Iowa, Kansas, Missouri and 
Nebraska). 

ACTION Region VIII, 514 Prudential Plaza, 
1060 17th Street, Denver, Colorado 80401 
(Colorado, Wyoming, Montana, North Da¬ 
kota, South Dakota and Utah). 

ACTION Region IX, 100 McAllister Street, 
Room 2400, San. Francisco, California 94102 
(Arizona, California, Hawaii and Nevada). 
ACTION Region X, 1601 Second Avenue, 
Seattle, Washington 98101 (Alaska, Idaho. 
Oregon and Washington). 

NOTIFICATION —Individuals may in¬ 
quire as to whether any system contains 
information pertaining to them by ad¬ 
dressing the System Manager in writing. 
Such request should include the name 
and address of the individual, his or her 
social security number, and any relevant 
data concerning the information sought. 
Where possible, the place of assignment 
or employment, etc. In case of any doubt 
as to which system contains a record, in¬ 
terested individuals may contact the Di¬ 
rector, Administrative Services, ACTION. 
Washington, D.C., 20525, who has overall 
supervision of records systems and who 
will provide assistance in locating and/or 
identifying appropriate systems. 

ACCESS AND CONTEST— In response 
to a written request by an individual, the 
appropriate System Manager shall ar¬ 
range for access to the requested record 
or advise the requester if no such record 
exists. If an individual wishes to contest 
the content of any record, he or she may 
do so by addressing a written request to 
the Director, Administrative Services, 


ACTION, 806 Connecticut Avenue, N.W., 
Washington, DC 20525. The Director 
shall provide all necessary information 
regarding such contest and appeal. 

ACTION 

ALPHABETICAL LISTING OF SYSTEMS OF RECORDS 
FORWARDED TO THE FEDERAL REGISTER ON ATT- 
• GUST 20, 1076 

Accounts Receivable (Collection of Debts 
Record & Claims Record) 

ACTION Travel File 

Classified Document Security Violation File 
Combined Domestic Operations & Interna¬ 
tional Volunteer Applicant System 
Conflict of Interest Records 
Congressional Files System 
Data Entry Statistics of Keypunch Operators 
Discrimination Complaint File 
Domestic Full-Time Volunteer Census Master 
File 

Domestic & International Volunteer Security 
File 

Domestic Program Applicant Medical Record 
Domestic Volunteer Appeal File 
Domestic Volunteer Applicant Psychiatric 
Report System 

Domestic Volunteer Full-Time Legal File 
Domestic Volunteer Full-Time Personnel File 
Domestic Volunteer Medical File & Medical 
Claims 

Domestic Volunteer Payroll Records 
Domestic Volunteers Status Change System 
Employee Indebtedness Files 
Employee Payroll Records 
Employee Reemployment & Repromotion 
Priority Consideration 
Employee Travel File 
Employee Unofficial Personnel Files 
Former Peace Corps Volunteer Medical Rec¬ 
ords 

Grievance Appeal & Arbitration 
Legal Files—Staff & Applicants 
Legal Files—Volunteers and Applicants 
Management Union Record System 
Occupational Injury & Illness Reports 
Overseas Health Records 
Overseas Staff Personnel Records 
Peace Corps Applicant File (1963-June 1974) 
Peace Corps Applicant Records 
Peace Corps Applicant & Trainee Medical 
History 

Peace Corps Medical Evacuations/Adminis¬ 
trative 

Peace Corps Medical Evacuation Cards 
Peace Corps Property Records 
Peace Corps Trainee & Volunteer Personnel A 
Pay Record 

Peace Corps Volunteer Authorized Storage 
File 

Peace Corps Volunteer Death Files 
Peace Corps Volunteer Emergency Leave 
System 

Peace Corps Volunteers Extension/Transfer/ 
Re-enrollment System 
Peace Corps Volunteer Financial Records 
Peace Corps Volunteef Personnel & Payroll 
System-Computer 

Peace Corps Volunteer Program Correspond¬ 
ence 

Peace Corps Volunteer Termination/Consul¬ 
tation System 
Performance Evaluation 
Personal Services Contract 
Staff Security Files 

Staff & Volunteer Household Storage File 
Talent Bank 

Theft of Employee Property 
Travel Authorization File^ 

United Nations Volunteer System 
Volunteer Applicant Record System 
Voucher Payment Record Me Schedules of 
Payments File 
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ACTION/CA—1 

System name: Congressional Files System—ACTION/CA 

System location: Office of Congressional Affairs/ACTION 806 
Connecticut Avenue, N.W., Washington, D.C 20525. 

Categories of individuals covered by the system: Members of Con¬ 
gress. 

Categories of records in the system: The records in this system 
consist of bio-datu, voting records, ACTION programs in members 
districts or states, indications of program concerns of members of 
Congress affecting ACTION, and copies of incoming and outgoing 
correspondence between personnel of ACTION and members of 
Congress. 

Authority for maintenance of the system: Peace Corps Act, 22 
U.S.C. 2501 et seq. and Domestic Volunteer Service Act of 1973 
42 U.S.C. 4951 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Records in this system 
are not subject to routine use outside the Agency. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Records in this system are maintained in file folders in 
metal filing cabinets in a room locked at the close of the business 
day in a building having a 24-hour security guard. 

Retrievubility: Records in this system concerning members of 
committees concerned with ACTION legislation are filed by Con¬ 
gressional committee and within each committee alphabetically; 
Congressional correspondence is filed alphabetically by last name 
of the member. 

Safeguards: Records in this system are generally available only to 
personnel of ACTION having a need for such information in the 
performance of their official duties as such. 

Retention and disposal: Records in this system are maintained 
permanently. 

System manager(s) and address: Assistant Director for Congres¬ 
sional Affairs/ACTION 806 Connecticut Avenue, N.W., Washing¬ 
ton, D.C. 20525. 

Record source categories: Information in system of record is ob¬ 
tained from the following category of sources: 1. The Congressional 
Directory, Congressional Records, ongressional Quarterly, Periodi¬ 
cals and standard reference materials. 2. Members of Congress and 
their staffs. 3. ACTION employees. 4. Newspaper and magazine 
publications, 

ACTION/OEO—1 

System name: Discrimination Complaint File 

System location: Office of Equal Opportunity, ACTION 806 Con¬ 
necticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Any employee or 
applicant for employment who has filed a complaint of discrimina¬ 
tion against ACTION. 

Categories of records in the system: Affidavits maintained con¬ 
cerning the following information: the complaint, correspondence 
related to the complaint and copies of personnel records and infor¬ 
mation how the complaint was resolved. 

Authority for maintenance of the system: Executive Order 11478 
and 5CFR 713, 222. 

Routine uses of records maintained in the system, Including catego¬ 
ries of users and the purposes of such uses: Contents of these 
records and files may be disclosed and used as follows: a. To the 
Civil Service Commission for hearings and/or administrative ap¬ 
peals on the complaint of discrimination; b. To the Department of 
Justice in connection with any suits brought against the agency for 
alleged discrimination, c. To the . Equal Employment Opportunity 
Commission for advice and counsel within its jurisdiction. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination locks when not in immediate use. 
Retrievability: Files are indexed alphabetically. 

Safeguards: Records in the system are available only to ap¬ 
propriate personnel in the Office of Equal Opportunity and other 
designated officials of ACTION with a need of such records in the 
performance of their duties. 


Retention and disposal: Records are retained for two years after 
the close of the case, then retired to the Federal Records Center 
and transferred to the National Archives ten years after the ease is 
ended. 


portunity, ACTION, 806 Connecticut Avenue 
D.C. 20525. 


N.W., Washington, 


Record source categories: Date in this system is obtained from the 
following categories of sources: 1. Employees of ACTION involved 
as complainants, witnesses, etc. in discrimination complaints. 2 Re¬ 
ports of investigations and other materials prepared by Equal Fm 
ployment Opportunity Officers, counsellors and investigators ' 1 
Copies of Agency documents relevant to any EO invest igation 4 
Records of hearings on complaints. 


ACTION/AF—I 

System name. Former Peace Corps Volunteer 
Records—ACTION/IO 

System location: Office of Health Services/ACTION 
Street, N.W., Washington, D.C. 20525. 


Medical 
1735 Eye 


Categories of individuals covered by the system: Former Peace 
Corps Volunteers 


Categories of records in the system: Records maintained 
all medical histories of former Volunteers 


Authority for maintenance of the system: Peace Corps Act 22 
U.S.C. 2501 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed as follows: To the Office of 
Workers Compensation of the Department of Labor in connection 
with claims filed under the Federal Employees Compensation Act. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets in a 
room locked during off-duty hours, and in a building with 24 hour 
security guard. 

Retrievability: Files are retrieved alphabetically by last name. 

Safeguards: Records in the system are available only to ap- 
prooriate personnel in the Office of Health Services and other ap¬ 
propriate officials of ACTION having a need of such records in the 
performance of their official duties. 


Retention and disposal: Records are retained for two years after 
the volunteer terminates and are then retired to the Federal 
Records Center. The Federal Records Center retains the record for 
fifty years and then destroys them. In addition, normal x rays are 
retained for five years and then destroyed. Abnormal x-rays are 
retained 25 years and then destroyed. All records are destroyed by 
burning and shredding. 

System manager(s) and address: Chief, Health Benefits and Anal¬ 
ysis Division Office of Health Services/ACTION 1735 Eye Street 
N.W., Washington, D.C. 20525. 

Record source categories: Information is obtained from the fol¬ 
lowing categories of sources: 1. Physicians, dentists, and other 
medical personnel who have treated or examined the individual or 
his records. 2. Peace Corps medical personnel. 3. Individuals who 
are the subjects of the records. 


ACTION/ AF—2 

System name: Travel Authorization File—ACTION/AF 

System location: Fiscal Services Division/Administration and 
Finance ACTION 806 Connecticut Ave., N.W., Washington DC 
20525. 

Categories of individuals covered by the system: Any ACTION 
employee, volunteer or person invited to travel for ACTION. 

Categories of records in the system: Files consist of copies of 
obligated travel authorizations, travel vouchers, receipts, records of 
payments, and other materials related to official travel. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 4951 et seq. and the Peace Corps 
Act, 22 U.S.C. 2051 et seq.; The Budget and Accounting Act of 
1921; Accounting and Auditing Act of 1950; and the Federal Claim 
Collection Act of 1966. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Contents of these 
records and files may be disclosed and used as follows: a. To the 
Department of Treasury which receives a copy of the travel 
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voucher forwarded with the Voucher and Schedule of Payment 
(SF-116) for forwarding to the payee. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in file folders in filing cabinets with 
bar locks, key locks or manipulation proof combination locks when 
not in immediate! use. 

Retrievability: Files are indexed alphabetically by last name. 

Safeguards: Records in w the system are available only to ap¬ 
propriate personnel, Fiscal^ervices Division, and other appropriate 
officials of ACTION with the need for such records in the per¬ 
formance of their duties. 

Retention and disposal: Records are held for three years and 
retired to the Federal Records Center in accordance with General 
Accounting Office instructions.. 

System manager(s) and addras: Chief, Fiscal Services Division, 
Administration and Finance/ACTION 1735 Eye Street, N.W., 
Washington, D.C. 20525. 

Record source categories: Data in this system is obtained from 
forms submitted by individuals engaging in official travel, and other 
ACTION employees. 

ACTION/ AF—3 

System name: ACTION Employees Occupational Injury and Illness 
Reports—ACTION/AF 

System location: Maintained at Headquarters, ACTION and all 
ACTION Domestic Regional Offices 

Categories of individuals covered by the system: ACTION em¬ 
ployees who have had job-related injuries or illnesses. 

Categories of records in the system: Reports of occupational inju¬ 
ries and illnesses and medical reports with respect thereto. 

Authority for maintenance of the system: The Occupational Safety 
and Health Act of 1970 Executive Order 11807 Federal Employees 
Compensation Act Regulations of the U.S. Department of Labor 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Occupational injury and 
illness reports are maintained in order to provide data, including 
statistical data required by the following agencies: Office of 
Federal Agency Programs, Occupational Safety and Health Ad¬ 
ministration, Department of Labor; Office of Workers Compensa¬ 
tion Programs, the Department of Labor. 

Policies and practices for storing, retrieving, accessing, retaining. 
Hint disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination lock. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records are available only to ACTION employees 
having a need for such records in the performance of their official 
duties. 

Retention and disposal: Files in this system are retained for a 
period of five years following the calendar year to which they are 
related and then destroyed by burning or shredding in accordance 
with standard procedures. 

System managerfs) and address: Director, Office of Health Ser¬ 
vices, ACTION 806 Connecticut Avenue, N.W. Washington, D.C. 
20525 

Record source categories: Information contained in the system is 
obtained from the following categories of sources: Employees who 
have suffered a work-related illness or injury ACTION Supervisory 
personnel Medical personnel treating or examining the employee 
Witnesses to an accident or occurrence giving rise, to a claim. 

ACTION-AF—4 

System name: Data Entry Statistics of . Keypunch Opera¬ 
tors—ACTION-AF 

System location: Office of Accounting and Computer Services 
Paramount Building Washington, D.C. 20525 

Categories of Individuals covered by the system: Employees of 
ACTION who are Data Entry Operators 

Categories of records in the system: Job performance data'Contain¬ 
ing such information as key stroke and error rate. 

Authority for of the system: Domestic Volunteer Ser¬ 

vice Act of 1973 42 U.S.C. 4951 et seq.; and the Peace Corps Act 22 
U.S.C. 2501 et. seq. 


Routine uses of records mabttained fa the gyr*m, farcte d i Dg catego¬ 
ries of users and the purposes of such uses: Generally speaking the 
information in this file will not be routinely available outside the 
agency since most routine uses will have to do with the personal 
performance within ACTION. This is a computerized file. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing o! records in the sytem: 

Storage: The Records herein are stored on magnetic tape which is 
kept in a locked room when not in use. 

Retrievability: Records are retrieved by five digit operator 
number. 

Safeguards: The material on these tapes is generally available 
only to Programmers and Systems Analysts in the Office of Ac¬ 
counting and Computer Services. It is coded as to be unavailable to 
anyone else. 

Retention and disposal: Records are maintained indefinitely to 
provide annual workload statistics. Record copy kept in operations 
division for annual workload figures. 

System managcr(s) and address: Deputy Director for Data 
Processing, ACTION, Paramount Building, 1735 Eye Street, N.W., 
Washington, D.C. 20525. 

Record source categories: An automatic counter on each machine. 

ACTION-AF—5 

System name: Peace Corps Applicant and Trainee Medical Histo- 
ry—ACTION-AF 

System location: Office of Health Services; ACTION; 1735 Eye 
Street, N.W., Washington, D.C. 20525 

Categories of individuals covered by the system: Applicants for 
Peace Corps and Peace Corps trainees. 

Categories of records in the system: Records maintained in this 
system consist of medical histories. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: 1. Informa¬ 
tion in this system may be provided to medical personnel engaged 
in treatment of the individual to whom the record pertains upon 
request in situations where it is k not feasible to obtain the consent 
of such individual. 2. Information will be given to a physician of 
the applicant’s choice upon written request of the individual to 
whom the record pertains. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in. folders in metal filing cabinets 
with manipulation proof combination locks. 

Retrievability: Records are maintained in alphabetical order. 

Safeguards: Records in this system are available only to 
authorized personnel of the Office of Health Services with a need 
for such records in the performance of their dudes. 

Retention and disposal: Records of applicants who do not become 
trainees are retained for one year and destroyed. Records of 
trainees who do not become volunteers are retained for two years 
and then destroyed. Records of Peace Corps volunteers accompany 
the volunteers overseas and upon termination of service the record 
is retired to the Federal Records Center and destroyed after 50 
years in accord with its schedule by burning and shredding. 

System manager^) and address: Director, Medical Screening and 
Services Division Office of Health Services, 1735 Eye Street, N.W. 
Washington, D.C 20525. 

Record source categories: Information contained in this system is 
obtained from the following sources: 1. The individual applicant or 
trainee 2. Physicians and other medical personnel who have ex¬ 
amined or treated the individual. 3. Personnel in the Office of 
Health Services. 

ACTION-AF— 

System name: Domestic Volunteer Applicant Psychiatric Report 
System—ACTION-AF 

System location: Office of Health Services/ACTION 1735 Eye 
Street, N.W., Washington, D.C. 20525. 

Categories of individuals covered by th e eysSem: Any person who 
has applied , as a volunteer in an ACTION domestic program who 
reports, or is reported by a physician or counselor, to have a histo¬ 
ry of psychiatric treatment. 
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Categories of records in the system: The records maintained in this 
system consist of histories of psychiatric or psychological treat¬ 
ment. 

Authority for maintenance of the system: Domestic Volunteer Ser¬ 
vice Act of 1973 42 U.S.C. 4951 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: (a) 
Psychiatrists or clinical psychologists when necessary for treatment 
of the individual to whom the record pertains. To the extent prac¬ 
ticable such disclosures will not be made without the approval of. 
such individual, (b) The existence of these records but not their 
contents may be disclosed to designated officers and employees of 
other agencies and departments of the Federal Government and the 
District of Columbia Government having an interest in an individual 
for employment purposes including a security clearance or access 
determination. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Records are maintained in file folders in metal filing 
cabinets with manipulation proof combination locks. 

RetrievabilUy: These records are maintained in alphabetical order. 

Safeguards: Records are available only to personnel of the Office 
of Health Services having a need for such records in the per¬ 
formance of their duties. - 

Retention and disposal? Records of applicants who do not become 
volunteers are destroyed at the end of two years by shredding or 
burning. Records of applicants who do become volunteers become 
part of the volunteer’s medical folder and are retained in the 
Federal Records Center and destroyed in accordance with this 
regulation. 

System manager(s) and address: Director, Medical-Screening and 
Services Division Office of Health Serviees/ACTION 806 Connec¬ 
ticut Avenue, N.W. Washington, D.C. 20525. 

Record source categories: Information in this system is obtained 
from the following sources: Category of Sources: 1. Individuals 
who are subject to the records. 2. Physicians, psychiatrists and 
psychiatric medical personnel. 

ACTION/AF—7 

System name: Classified Document Security Violation 
File—ACTION/AF 

System location: Facilities and Property Management Division Of¬ 
fice of Administrative Serviees/ACTION 806 Connecticut Avenue, 
N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Any ACTION 
employee responsible for using or taking care of classified docu¬ 
ments. 

Categories of records in the system: Records maintained contain 
information about security violations and the handling of classified 
documents in the National defense of the United States, copies of 
notices sent to employees, and action taken with respect to such 
violations. 

Authority for. maintenance of the system: Peace Corps Act, 22 
U.S.C. 2501 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Information in this 
system may be used and disclosed for routine uses noted in-para¬ 
graphs 1 and 2 of the Preliminary Statement. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in a safe. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records in this system are available only to ACTION 
employees having a need for such records in the performance of 
their duties. 

Retention and disposal: Records are kept for three years and then 
destroyed by shredding. 

System manager(s) and address: Chief, Facilities and Property . 
Management Division Administrative Services Division/ACTION 
806 Connecticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information *obtained from individuals 
allegedly committing a security violation and secruity building 
guards. 


ACTION/AF—8 

System name: Grievance, Appeal and Arbitration—ACTION/AF 

System location: Labor and Employee Relations Division Office 
of Personnel Management/ACIION 806 Connecticut Avenue 
N.W., Washington, D.C. 20525, 

Categories of individuals covered by the system: Any individual in¬ 
volved in a grievance or grievance appeal or who has filed a com¬ 
plaint with the Department of Labor, Federal Labor Relations 
Council, Federal Mediation and Conciliation Service, or similar or¬ 
ganization. 

Categories of records in the system: This system contains copies 
of petitions, complaints, charges, responses, rebuttals, evidentiary 
material, briefs, affidavits, statements, records of hearings and 
decisions or findings of fact with respect thereto and incidental cor¬ 
respondence regarding complaints and . appeals with respect to 
grievances and arbitration matters. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501 et seq. and the Domestic Volunteer Service Act of 
1973, 42 U.S.C. 4951 et seq. and provisions of the Federal Person¬ 
nel Manual. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
. records and files may be disclosed and used as follows: 1. To the 
Civil Service Commission on request in conjunction with any ap¬ 
peal or in conjunction with its official duties with regard to person¬ 
nel matters and investigation regarding complaints of Federal em- 
' ployees and applicants. 2. To designated officers and employees of 
other Federal agencies conducting-investigations of an individual 
for the purpose of granting a security clearance or access deter¬ 
mination, and having a need to evaluate qualifications, suitability, 
and loyalty to the United States Government in connection with 
employment. 3. In the event of any indication of any Violation or 
potential violation of the law, whether civil. Criminal, or regulatory 
in nature, and whether arising by statute or be regulation, rule or 
order issued pursuant thereto, the relevant records in the system 
- may be referred, as a routine use, to the appropriate Federal agen¬ 
cy, charged with the responsibility of investigating or prosecuting 
such violation or charged with enforcing or implementing the 
statute, rule, regulation or order issued pursuant thereto. Such 
referral shall also include and be deemed to authorize, (1) any and 
all appropriate and necessary uses of such records in a court of law 
and before an administrative board or hearing, including referrals 
related to probation and parole matters, and (2) such other inter¬ 
agency referrals as may be necessary to carry out the receiving 
agency’s assigned law enforcement duties, provided, however, that 
in the event of a request for records in this system from a Federal 
agency for a civil or criminal law enforcement activity, authorized 
by law, the record shall be disclosed only upon written request 
signed by the head of such agency or instrumentality specifying the 
particular portion desired in the law enforcement activity for which 
the record is sought 4. To designated hearing examiners, arbitra¬ 
tors and third-party appellate authorities involved in the hearing or 
appeal processes. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Records are maintained in folders in metal file cabinets 
with three way combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records in the system are available only to ACTION 
officials having need for such records in the performance of their 
official duties. 

Retention and disposal: Records are retained indefinitely in the 
. files of the Labor and Employee Relations Division 
... System manager(s) and address: Chief, Labor and Employee Rela¬ 
tions Division Office of Personnel Management/ACTION 806 Con¬ 
necticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information contained in the system is 
obtained from the following categories of sources: 1. ACTION em- * 
ployees. Z Witnesses to any occurrence giving rise tgrievance, 
appeal or other action. 3. Hearing records and affidavits and other ^ 
documents used or usable in connection with such hearings. 

ACTION/AF—9 

System name: Domestic Volunteer Appeal File—ACTION/AF 

System location: Labor and Employee Relations Division Office 
of Personnel Management/ACTION 806 Connecticut Avenue, 
N.W., Washington, D.C. 20525. 
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Categories of individuals covered by the system: Persons serving 
as volunteers in ACTION domestic full-time programs appealing 
any action terminatinq such volunteer, or any action of the Agency 
affecting such individual selected for volunteer service and any 
other appealable matters affecting domestic volunteers and appli¬ 
cants. 

Categories of records in the system: The records contain applica¬ 
tions or petitions relating to volunteers’ appeals, including replies, 
rebuttals, hearing records, documentary evidence, determinations 
and records of resulting actions. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 495! et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records may be used and disclosed as follows: 1. In the event of 
any indication of any violation or potential violation of the law, 
whether civil, criminal, or regulatory in nature, and whether arising 
by statute or regulation, rule or order issued pursuant thereto, the 
relevant records in the system may be referred, as a routine use, to 
the appiopriate Federal agency charged with the responsibility of 
investigating or prosecuting such violation or charged with enforc¬ 
ing or implementing the statute, rule, regulation or order issued 
pursuant thereto. Such referral shall also include and be deemed to 
authorize, (1.) any and all appropriate and necessary uses of such 
records in a court of law and before an administrative board or 
hearing, including referrals related to probation and parole matters, 
and (2) such other inter-agency referrals as may be necessary to 
carry out the receiving agency’s assigned law enforcement duties, 
provided however, that in the event of a request for records in this 
system from a Federal agency for a civil or criminal law enforce¬ 
ment activity, authorized by law, the record shall be disclosed only 
upon written request signed by the head of such agency or instru¬ 
mentality specifying the particular portion desired in the law en¬ 
forcement activity for which the record is sought. 

Policies and practices for storing, retrieving, accessing, re taining , 
and disposing of records in the sytem: 

Storage: Records are maintained in folders in metal file cabinets 
with three-way combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records in the system are generally available only to 
employees of the Agency having the need for such records in the 
performance of their duties. 

Retention and disposal: Records in this system are maintained for 
3 years and then retired to the Federal Records Center for disposi¬ 
tion in accordance with regulations. 

System manager(s) and address: Chief, Labor and Employee Rela¬ 
tions Division Office of Personnel Management/ACTION 806 Con¬ 
necticut Avenue, N.W. Washington, D.C. 20525. 

Record source categories: Information in this system is obtained 
from the following sources: 1. Volunteers and trainees. 2. ACTION 
officials. 3. Officials of sponsoring organizations. 4. Individuals 
with personal knowledge of the occurrence which are the subject of 
any appeal. 

ACTION/AF—10 

System name: Employees Indebtedness Files—ACTION/AF 

System location: Labor and Employee Relations Division Office 
of Personnel Management/ACTION 806 Connecticut Avenue, 
N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Present and 
former ACTION employees on whom correspondence has been 
received to the effect that they have failed to honor a debt. 

Categories of records in the system: The system contains records 
which are primarily correspondence regarding alleged indebtedness 
of ACTION employees, including employees’ responses, the Agen¬ 
cy’s response to the employee and/or creditor and administrative 
correspondence and records relating to Agency assistance to the 
employee in resolving the indebtedness, if appropriate. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501 et seq. and the Domestic Volunteer Service Act of 
1973, 42 U.S.C. 4951 et seq. and the provisions of the Federal Per¬ 
sonnel Manual and the Foreign Affairs Manual relating to employee 
indebtedness. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: a. To 


designated officers and employees of other agencies and depart¬ 
ment of the Federal Government, having an interest in an in¬ 
dividual for employment purposes, including a security clearance or 
access determination, and a need to evaluate qualifications, suita¬ 
bility, and loyaltV to the United States Government, b. In the event 
of any indication of any violation or potential violation of the law, 
whether civil, criminal, or regulatory in nature, and whether arising 
by statute or by regulation, rule or order issued pursuant thereto, 
the relevant records in the system may be referred, as a routine 
use, to the appropriate Federal Agency, charged with the responsi¬ 
bility of investigating or prosecuting such violation or charged, with 
enforcing or implementing the statute, rule, regulation or order is¬ 
sued pursuant thereto. Such referral shall also include and be 
deemed to authorize, (1) any and all appropriate and necessary uses 
of such records in a court of law and before an administrative 
board or hearing, including referrals related to probation and parole 
matters, and (2) such other inter-agency referrals as may be neces¬ 
sary to carry out the receiving agency’s assigned law enforcement 
duties, provided however, that in the event of a request for records 
in this system from a Federal agency for a civil or criminal law en¬ 
forcement activity, authorized by law, the record shall be disclosed 
only upon written request signed by the head of such agency or in¬ 
strumentality specifying the particular portion desired in the law en¬ 
forcement activity for which the record is sought. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Records in the system are maintained in file folders in 
metal file cabinets with three way combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: These records are generally available only to person¬ 
nel of Labor and Employee Relations Division and other ACTION 
officials having a need for such records in the performance of their 
official duties. 

Retention and disposal: The system is purged on a bi-annual 
basis. Any records as to which the problem has been resolved are 
destroyed at such time. 

System managers) and address: Chief, Labor and Employee Rela¬ 
tions Division, Office of Personnel Management/ACTION, 806 
Connecticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information in this system is obtained 
from the following category of sources: 1. Alleged creditors of em¬ 
ployees. 2. Employees. 3. ACTION officials. 

ACTION/AF—11 

System name: ACTION Travel Files—ACTION/AF 

System location: Chief, Travel and Transportation Division Office 
of Administrative Services/ACTION 806 Connecticut Avenue, 
N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Any ACTION 
employee, volunteer, consultant, contractor or other individual who 
travels on agency business. 

Categories of records in the system: Records maintained contains 
travel authorization itinerary Government Bills of lading, packing 
letter and passport numbers which are included for overseas travel, 
and other travel related material. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973 , 42 U.S.C. Section 4951 et seq.; the Peace 
Corps Act, 22 U.S.C. Section 2501 et seq.; The Budget aid Ac¬ 
counting Act of 1921; the Accounting and Auditing Act of 1950; the 
Federal Claim Collection Act of 1966. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in key locked cabinets. 

Retrievability: Records are arranged alphabetically by name in ac¬ 
cord with categories, i.e., staff travel file. Peace Corps volunteer 
travel file. Domestic Volunteer travel file, and consultants, experts 
and invitational travel files. 

Safeguards: Records are available only to appropriate personnel. 
Office of Trav el an d Transportation Division and other appropriate 
officials of ACTION with need for such records for the per¬ 
formance of their duties. 

Retention and disposal: Records in ths system are maintained in 
the Travel and Transportation Division two years after the em¬ 
ployee leaves the agency and are then burned. 
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System manager(s) and address: Chief, Travel and Transportation 
Division Office of Administrative Services ACTION, 806 Connec¬ 
ticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information is obtained from the fol¬ 
lowing categories of sources: Individual travellers ACTION em¬ 
ployees 

ACTION/AF—12 

System name: Accounts Receivable (Collection of Debts Record 
and Claims Record)—ACTION/AF 

System location: Fiscal Services Division/ACTION 1735 Eye 
Street, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Any person 
whether vendor or volunteer, or employee of ACTION as well as 
former volunteers and former employees alegedly erroneously over¬ 
paid by ACTION. 

Categories of records in the system: This system contains the fol¬ 
lowing categories of records: 1. Register of debts claimed. This 
record consists of names and addresses of individuals who are in¬ 
debted to ACTION including the date of the debt, a claim number, 
the amount of the debt, and the date the debt is paid if that has oc¬ 
curred. 2. Claim Record Card. This record consists of the same in¬ 
formation in shorter form as that contained in the Register. 3. File 
Folders. This record consists of the initial billing, follow up letters 
for collection of debt and related correspondence together with a 
copy of the check or checks paying the debt if that has occurred. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501 and the Domestic Volunteer Service Act of 1973, 42 
U.S. 4951; The Budget and Account Act of 1950. In addition to the 
above two Acts granting general powers of management to the 
Director of ACTION there are additional Federal statutes requiring 
and permitting the administrative settlement of claims by agenciesN 

Routine pses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Records in this system 
may be disclosed in the following circumstances: To the General 
Accounting Office (GAO) for cases of administrative error amount¬ 
ing to over 200 dollars of overpayment and situations in which the 
agency has been unable to collect such debt. Disclosure will also 
occur in which the agency requests a waiver for error caused by 
overpayment of salary in excess to 500 dollars. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal files cabinets 
with manipulation proof combination lock. 

RetrievabiMty: Records are indexed in alphabetical order. 

Safeguards: These records are available only to officials of AC¬ 
TION having a. need for such records in the performance of their 
official duties and for the routine uses listed above. 

Retention and disposal: These records are maintained until the 
settlement of a claim and then retired to the Federal Record Center 
to be destroyed in accord with their schedule of destruction. 

System managers) and address: Chief, Fiscal Services Divi¬ 
sion/ACTION 1735 Eye Street, N.W., Washington, D.C. 20525. 

Record source categories: Information contained in the system 
was obtained from the following categories of sources: Domestic 
Regional Offices Peace Corps Country Posts Headquarters Payroll 
Office Employees of ACTION having knowledge of the facts. 

ACTION/AF—13 

System name: Peace Corps Trainee and Volunteer Personnel and 
Pay Record—ACTION/AF 

System location: ACTION, Volunteer Services Section, Adminis¬ 
tration and Finance, 806 Connecticut Avenue, N.W., Washinqton, 
D.C. 20525. 

Categories of individuals covered by the system: Any person ac¬ 
cepted as a Peace Corps Trainee or Volunteer: 

Categories of records in the system: Individual trainee and volun¬ 
teer files contain the following information about the particular per¬ 
son: Permanent Address, Social Security Number, Birthdate, 
Marital Status, Description of Peace Corps Service, Location of 
* Peace Corps Service, Change of Address, W-2 Forms, Base Salary, 
Oath, Educational Level, Next of Kin, Designation of Beneficiary, 
Termination Documents, Trainee Registration Form, Payroll Card 
containing payments, allotments, withdrawals and related records. 

Authority for maintenance of the system: Peace Corps Act, 22 
U.S.C. 2501 et seq.; Budget and Accounting Act of 1950. 


Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Contents of these 
records and files may be disclosed and used for routine uses con¬ 
tained in the Preliminary Statement. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation-proof combination locks when not in immediate use. 

Retrieval Iky: Records are indexed in alphabetical order. 

Safeguards: Records in the system are available only to ap¬ 
propriate officials of ACTION with the need for access to such 
records for the performance of their duties. *• 

Retention and disposal: Records in this system are maintained in 
the office for two years and are then retired to the Federal Records 
Center where they are retained for seventy five years. After this 
period, they are destroyed by burning or shredding. 

System manager(s) and address: Chief, Volunteer Services Sec- 
tion/ACTION 806 Connecticut Avenue, N.W., Washington, D.C. 
20525. 

Record source categories: Information supplied by the volunteers 
and references suggested by him. 

ACTION/AF—14 

System name: Theft of Employee Property File—ACTION/AF 

System location: Facilities and Property Management Division Of¬ 
fice of Administrative Services, ACTION 806 Connecticut Avenue, 
N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: ACTION em¬ 
ployees who have been robbed of personal or government property. 

Categories of records In the system: Records maintained contain 
forms filled out on the theft of personal and {federal government 
property. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 4951 et seq. ahd -the Peace Corps 
Act, 22 U.S.C. 2501 ef seq.; the Budget and Accounting Act of 
1950. 

Routine uses of records maintained in the system. Including catego¬ 
ries of users and the purposes of such uses: Those contained in the 
Preliminary Statement. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in a safe with combination lock. 

Retricvability: Records are indexed in alphabetical order. 

Safeguards: Records in this system are available only to 
designated ACTION employees having a need for such records in 
the performance of their duties. 

Retention and disposal: Records of thefts are kept for three years 
and then destroyed by shredding ~ 

System managers) and address: Chief, Facilities and Property 
Management Division Administrative Services Division/ACTION 
806 Connecticut, Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Data in this system is obtained from the 
following categories of sources: 1. ACTION Employees 2. Police 
reports. 3. Witness statements. 

ACTION/AF—15 
System name: Staff Security Files 

System location: Personnel Security Off ice/ACTION 806 Connec¬ 
ticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Current and 
former applicants for employment in ACTION. Current and former 
Federal employees ~of ACTION. Individuals considered for access 
to classified information or restricted areas and/or security deter¬ 
minations as contractors, employees of contractors, experts, in¬ 
structors, and consultants to Federal programs. 

Categories of records in the system: These records contain in¬ 
vestigative information regarding an individual’s character, con¬ 
duct, behavior in the community where he or she lives; arrests and 
convictions for any viplations against the law; reports of interviews 
with former supervisors; co-workers, associates, educators, etc; re¬ 
ports about the qualifications of an individual for a specific posi¬ 
tion; reports of inquiries with law enforcement agencies, former 
employers, educational institutions attended; and other similar in¬ 
formation developed from the above. 
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Authority for maintenance of Uie system: Executive Order 10450 
Federal Personnel Manual, Chapter 731, et seq. In addition to the 
provisions cited above, there are various acts of Congress relating 
to personnel investigations authorizing the same by the Civil Ser¬ 
vice Commission which responsibility can, under Civil Service 
Regulations and law, be delegated in whole or in part to agencies. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: a. To the 
Civil Service Commission as a part of the central CSC personnel 
investigation records system, b. To any source from which informa- 
tiQn is requested in the course of an investigation, but only to the 
extent necessary to identify the individual, inform the source of the 
nature and purpose of the investigation and to identify the type of 
information requested. - * 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
three way combination locks in a room which is locked when not in 
use. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: All officials or employees having access to such files 
are required to have an appropriate security clearance. Generally 
these files are available only to personnel of the security office or 
to agency office heads or other agency personnel having a need for 
such files in the performance of then duties. 

Retention and disposal: Files are maintained in the personnel 
security office for three years after the termination, death or retire¬ 
ment of an employee, or for the same period of time after con¬ 
sideration of an applicant. Thereafter, said files are transferred to 
the Federal Records Center where they are maintained for twenty- 
seven years and then destroyed in accordance with regulations of 
the General Services Administration. 

System manager(s) and address: Chief, Personnel Security Office, 
Office of Personnel Management, ACTION, Room 400, 806 Con¬ 
necticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information contained in the system 
was obtained from the following categories of sources: a. Applica¬ 
tions and other personnel and security forms furnished by the in¬ 
dividual. b. Investigative material furnished by other Federal agen¬ 
cies. c. By personal investigation or written inquiry from such 
sources as employers, schools, references, etc. d. Neighbors, as¬ 
sociates, police departments, courts, credit bureaus, medical 
records, probation officials, prison officials, and other such sources 
as may be developed from the above. 

ACTION/A F—16 

System name: Voucher Payment Record and Schedules of Payments 
File—ACTION/AF 

System location: Fiscal Services Division, Administration and 
Finance, ACTION, 1735 Eye Street, N.W., Washington, D.C. 
20525. 

Categories of individuals covered by the system: Any current or 
former ACTION employee, volunteer or vendor. 

Categories of records in the system: The Voucher Payment Record 
is a single index card form containing the following data: Invoice 
number or date, amount paid, voucher and schedule number, grant, 
contract or purchase order number and type of payment (advance, 
partial or final). The Schedule of Payments File consists of the in¬ 
voice received, document authorizing the action to be taken such as 
travel authorization or purchase order and the voucher making the 
payment as well as the SF-1166 (Voucher and Schedule of Pay¬ 
ments) and SF-1081 (Voucher and Schedule of Withdrawals and 
Credits - used in government only) and to which the other docu¬ 
ments are attached. 

Authority for maintenance of the system: Domestic Volunteer Ser¬ 
vice Act of 1973, 42 U.S.C. 4951 et seq.; Peace Corps Act, 22 
U.S.C. 2501 et seq.; Budget and Accounting Act of 1921; Account¬ 
ing and Auditing Act of 1950; and the Federal Claims Collection 
Act of 1966. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The content of these 
records may be disclosed and used as follows: The Treasury De¬ 
partment receives the Schedule of Payment and a copy of voucher 
for payment. 

Policies and practices for storing, retrieving, accessing, retaining, 
end disposing of records in the sytem: 


Storage: Voucher Payment Records are stored in an index card 
box placed in a metal file cabinet with bar locks, key locks or 
manipulation proof combination locks when not in immediate use. 
Schedule of Payment is stored in the same way. 

Retrievability: Voucher Payment Record is indexed by last name 
alphabetically. Schedule of Payments is filed numerically by 
schedule number. 

Safeguards: Records in the system are available only to 
aporopriate personnel. Fiscal Services Division, and other 
aporopriate officials of ACTION with the need for such records in 
the performance of their duties. v 

Retention and disposal: Records are held for three years and 
retired to the Federal Records Center in accordance with General 
Accounting Office instructions. 

System managers) and address: Chief, Fiscal Services Division, 
Administration and Finance, ACTION, 1735 Eye Street, N.W., 
Washington, D.C 20525. 

Record source categories: Data is obtained from documents pro¬ 
vided by the individual or the vendor. 

ACTION/AF—17 

System name: Employee Reemployment and Repromotion Priority 
Consideration File—ACTION/AF 

System location: Office of Personnel Management, Office of Ad¬ 
ministration and Finance/ACTION, 806 Connecticut Avenue, N.W., 
Washington, D.C. 20525. 

Categories of individuals covered by the system: Current and 
previous ACTION employees eligible for priority consideration for 
reemploym ent and repromotion under U.S. Civil Service Commis¬ 
sion and ACTION regulations. 

Categories of records in the system: The records contain a listing 
of a person’s name and the positions he was considered for and 
dates of consideration. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973; 42 U.S.C. 4951 et seq.; Ch 351, Federal Per¬ 
sonnel Manual. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The content of these 
records and files may be disclosed and used as follows: a. To the 
Civil Service Commission as part of the CSC personnel manage¬ 
ment evaluation system, b. To the Civil Service Commission for in¬ 
formation concerning the reemployment and repromotion rights of 
individuals covered under the Civil Service System. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in loose-leaf binders placed in metal 
file cabinets with three-way combination locks when not in im¬ 
mediate use. 

Retrievability: Records are indexed alphabetically by name. 

Safeguards: Records in this system are available only to ap¬ 
propriate personnel, Office of Personnel Management and other ap¬ 
propriate officials of ACTION with a need for such records in the 
performance of their duties. 

Retention and disposal: A person’s name is retained on the list in 
accordance with reemployment eligibility: former career-conditional 
employees, one year; former career employees, two years. Reten¬ 
tion for repromotion eligibility is indefinite or until repromoted to 
the grade previously held. 

System manager(s) and address: Director, Recruitment, Staffing 
and Outplacement Branch, Office of Personnel Manage¬ 
ment/ACTION 806 Connecticut Avenue, N.W., Washington, D.C. 
20525. 

Record source categories: Information is received from Labor and 
Employee Relations Division, Office of Personnel Management, 
ACTION. 

ACTION/AF—18 

System name: Performance Evaluation File—ACTION/AF 

System location: Office of Personnel, Recruitment, Staffing and 
Outplacement Branch/ACTION 806 Connecticut Avenue, N.W., 
Washington, D.C. 20525. 

Categories of individuals covered by the system: ACTION em¬ 
ployees and former employees up to one year after their termina¬ 
tion of employment with the Agency. 
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' Categories of records in the system: This system consists of an¬ 
nual performance evaluations of employee performance prepared 
by supervisors! and reviewed by supervisory reviewing officials, 
together with comments, if any, by the employees evaluated. 

Authority for maintenance of the system: Chapters 250 and 430, 
Federal Personnal Manual. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: a. To the Civil Service 
Commission in connection with any request for information or 
inquiry as to Federal Personnel Regulations. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
thrde-way combination locks. 

Retrievability: Records are indexed in alphabetical order. 
Safeguards: Only personnel of the Office of Personnel Manage¬ 
ment with a need for such records in the performance of their du¬ 
ties, the individual about whom such record is maintained, x>r su¬ 
pervisory employees of the agency with a need to know in the per¬ 
formance of their duties are granted access to these files. 

Retention and disposal: Ail evaluations are hald for one year and 
then are destroyed by shredding. 

System manager(s) and address: Chief, Recruitment, Staffing and 
Outplacement Branch, Office of Personnel, ACTION, 806 Connec¬ 
ticut Avenue., N.W., Washington, D C. 20525. 

Record source categories: Information contained in the system 
was obtained from the following sources: Supervisors of ACTION 
employees. Reviewing officials who review evaluation reports sub¬ 
mitted by supervisors. Employees who make comments with 
respect to their evaluations when given an opportunity to do so at 
the time the record is made. 

ACTION/AF—19 

System name: Management-Union Records System—ACTION/AF 
System location: Labor and Employees Relations Divi¬ 
sion/ ACTION Office of Personnel Management 806 Connecticut 
Avenue, N.W., Washington, D.C. 20525. 

Categories of individuajs covered by the system: ACTION em¬ 
ployees including those who have authorized withholding of Union 
dues in writing. 

Categories of records in the system: The records in this system 
consist of automated data printouts showing an employee's name, 
grade, series, title, organizational entity and other associated data 
which determines his inclusion or exclusion from the bargaining 
unit under the existing Union contract. The record also contains a 
printout showing the amount of dues withheld from each employee 
who has authorized such withholding, and other related data. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501, et seq. and the Domestic Volunteer Service Act of 
1973, 42 U.S.C. 4951 et seq. and various Executive Ordei’s concern¬ 
ing management gelations with employee organizations. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The records in this 
system may be disclosed and used for the following uses: 1. The 
ACTION Employees Union for maintanance of its records with 
respect to dues and inclusion in the bargaining. 2. The Treasury De¬ 
partment for preparation of payroll checks with appropriate 
withholding of dues. 3. To^the Civil Service Commission for union 
related reporting in the area of management/labor relations. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Records in this system are maintained in metal filing 
cabinets. 

Retrievability: As to the dues withholding list, records are main¬ 
tained alphabetically within salary blocks. As to the list of em¬ 
ployees in or out of the bargaining unit, records are maintained 
alphabetically within each organizational unit. 

Safeguards: Records in these systems are available generally only 
to employees of ACTION with the need for such records in the 
performance of their duties. 

Retention and disposal; The listing of all positions considered as 
included in or excluded from the bargaining unit are retained as fol¬ 
lows. A historical/record copy is retained in Labor Relations for 
purposes of Union representation identification until it is supple¬ 
mented or replaced by corrected or updated editions as appropriate. 


The dues withholding listed are retained until updated by new infor¬ 
mation. 


system managers) and address: Chief, Labor and Employees 
Division, Office of Personnel Management/ACTION 806 Connec- 
ticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information contained in this system is 
obtained from the following categories of sources: 1. Fiscal and 
payroll records maintained for each employee. 2. The Official Per¬ 
sonnel File. 0 


ACTION/AF—20 

System name: Peace Corps Volunteer Authorized Storage 
File—ACTION/AF 6 

System location: Chief, Travel and Transportation Division, Of¬ 
fice of Administrative Services, ACTION 806 Connecticut Avenue 
N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Peace Corps 
volunteers authorized to store household effects and personal be¬ 
longings. 

Categories of records in the system: Records contain copy of the 
travel authorization for the volunteer and the household goods 
storage letter. 

Authority for maintenance of the system: Section 5(n) of the Peace 
Corps Act, 22 U.S.C. Section 2504(n). 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained on book shelves in loose leaf bin¬ 
ders in a locked room. 

Retrievability: Records are arranged alphabetically by name. 

Safeguards: Records in this system are available only to ap¬ 
propriate personnel, Office of Travel and Transportation and other 
appropriate officials of ACTION with a need for such records for 
the performance of their duties. 

Retention and disposal: Records in the system are maintained in 
the Office of Travel and Transportation for two years after the 
Peace Corps volunteers terminate and are then burned. 

System manager(s) and address: Chief, Travel and Transportation 
Division Office of Administrative Services/ACTION 806 Connec¬ 
ticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Peace Corps Washington Staff AC¬ 
TION Overseas Peace Corps Mission Requesting Volunteers 

ACTION/AF—21 

System name: Personal Service Contracts Records—ACTION/AF 

System location: Chief, Contracts Division, Office of Contracts 
and Grants Management/ACTION, 806 Connecticut Avenue, N.W., 
Washington, D.C. 20525. 

Categories of individuals covered by the system: Any person who 
has served or is serving as a personal services contractor for the 
Peace Corps abroad or in the United States. 

Categories of records in the system: The records maintained con¬ 
tain the history of employment, including earning records, of in-‘ 
dividuats hired as personal services contractors. 

Authority for maintenance of the system: Section 10(a)(4) of the 
Peace Corps Act, 22 U.S.C. 2509. * 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination locks when not in immediate use. 

Retrievability: Records are arranged by contract number. 

Safeguards: Records in the system are available only to ap¬ 
propriate personnel in the Office of Contracts and Grants Manage¬ 
ment and other appropriate officials of ACTION with the need for 
such records for the performance of their duties. 

Retention and disposal: Records in the system are maintained in 
the Office of Contracts and Grants Management for one year after 
the closing date of the contract and then sent to the Federal 
Records Center where they are maintained for three years and then 
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destroyed in accordance with regulations governing such destruc¬ 
tion of Federal Record Center records. 

System managers) and address: Chief, Contracts Division, Office 
of Contracts and Grants Management, ACTION, 806 Connecticut 
Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information contained in the system is 
obtained from the following categories of sources: Individual con¬ 
tractors Peace Corps Overseas Staff Peace Corps Washington Staff 

ACTION/AF—22 
System name: Talent Bank—ACTION/AF 

System location: Office of Personnel; Recruitment, Staffing and 
Outplacement Branch/ACTION 806 Connecticut Avenue, N.W., 
Washington, D.C. 20525. 

Categories of individuals covered by the system: Applicants for 
staff employment with ACTION in GS or Foreign Service posi¬ 
tions. 

Categories of records in the system: These files contain copies of 
applications for employment (SF-171), resumes submitted by appli¬ 
cants, and other background information regarding qualifications of 
the applicant for staff positions in ACTION. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 4951 et seq. and the Peace Corps 
Act, 22 U.S.C. 2501 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: a. To the 
Civil Service Commission with regard to any question of eligibility, 
suitability or qualifications of an applicant for employment, b. To 
any source of which information is requested in the course of an 
inquiry as to the qualifications of an applicant, to the extent neces¬ 
sary to identify the individual, inform the source of the nature and 
purpose of the inquiry, and to identify the type of information 
requested. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
three-way combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: All records are placed in combination lock files when 
not in use and locked during non-business hours. 

Retention and disposal: Records in thses files are updated on a 
continuous basis. 

System manager(s) and address: Chief, Recruitment, Staffing and 
Outplacement Branch, Office of Personnel/ACTION, 806 Connec¬ 
ticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information contained in the system 
was obtained from the following categories of sources: Applications 
and other personnel forms furnished by the individual. By oral or 
written inquiries from sources disclosed by the applicant such as: 
Employers Schools References, etc. 

ACTION/AF—23 

System name: Staff and Volunteer Household Storage 
File—ACTION/AF x 

System location: Office of Administration and Finance/ACTION 
1735 Eye Street, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Any employee or 
volunteer of ACTION whose furniture is authorized for storage. 

Categories of records in the system: The records' maintained con¬ 
tain the following information: Travel authorization. A xerox copy 
of the invoice for payment. Record of partial payment form. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 4951 et seq.; the Peace Corps Act, 
22 U.S.C. 2501 et seq.; and the Budget and Accounting Act of 1950. 

-Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: a. To the 
Department of Treasury in connection with payment of. invoice 
received from vendor, b. To the vendor in the event there is a 
descrepancy between its and ACTION records. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets in a 
room locked during off-duty hours. 

RetrievebilUy: Records are indexed in alphabetical order. 


Safeguards: Records in the system are available only to ap-> 
propriate persons in Administration and Finance and other ap¬ 
propriate officials of ACTION with the need for such records for 
the performance of their duties. 

Retention and disposal: Records are retained for two years after a 
volunteer’s or employee’s termination (including retirement) and 
retired to the Federal Records Center. 

System manager(s) and address: Chief, Fiscal Services Division, 
Administration and Finance/ACTION 1735 Eye Street, N.W., 
Washington, D.C. 20525. 

Record source categories: Administration and Finance, Fiscal Ser¬ 
vices Division, Travel Orders, Vendors Invoices. 

, ACTION/AF—24 

System name: Domestic Volunteer Payroll Records—ACTION/AF 

System location: Domestic Volunteer Payroll Section/ACTION 
1735 Eye Street, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Full-time volun¬ 
teers serving in ACTION Domestic programs such as VISTA, 
UYA, etc. 

Categories of records in the system: The records in this system 
consist of the following: 1. Food and lodging allowance records. 2. 
Gross and net amounts paid. 3. Stipend amount accrued. 4. Deduc¬ 
tions from check for authorization. 5. Overpayments to be collected 
per pay period. 6. Name of volunteer, sex, age, marital status. 7. 
Living allowance. 8. Amount of debt, if any, owed to the United 
States Government and correspondence explaining and relating to 
such indebtedness. 

Authority for maintenance of the system: Domestic Volunteer Ser¬ 
vice Act of 1973, 42 U.S.C. 4951 et seq.; Budget and Accounting 
Act of 1950. 

Routine uses of records maintained In the system, including catego¬ 
ries of users and the purposes of such uses: Information from this 
system is placed on a Computer and ultimately provided on a rou¬ 
tine basis to the Social Security Administration for crediting of so¬ 
cial security accounts, to the Internal Revenue Service to report on 
taxes paid, and to the Treasury for the purpose of obtaining payroll 
checks. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Records are maintained in rooms locked during off-duty 
hours. , ^ 

Retrievability: Files are indexed alphabetically. N 

Safeguards: Files are generally available to personnel of the 
payroll section and other employees of ACTION having a need for 
such records in the performance of their official duties. 

Retention and disposal: Records in this system are maintained for 
three years after the end of the fiscal year in which the volunteer 
terminates and then retired to the Federal Records Center to St. 
Louis, Missouri, to be disposed of in accord with GAO instruc¬ 
tions. 

System manager/s) and address: Chief, Domestic\ Volunteer 
Payroll Section, ACTION, 1735 Eye Street, N.W., Washington, 
D.C. 20525. 

Record source categories: ACTION employees and the individual 
to whom the record pertains. 

ACTION/ AF-25 

System name: Peace Corps Volunteer Personnel and Payroll System 
(Computer System)—ACTION/AF 

System location: Accounting Division, Office of Accounting and 
Computer Services/ACTION, 1717 H St., N.W., Washington, D.C. 
20525. 

Categories of individuals covered by the system: Any person who 
has served or is currently serving as a Peace Corps volunteer. 

Categories of records in the system: Records maintained include 
volunteers’ social security number, name and address, next of kin 
and address, birthdate, sex, marital status, education level, col¬ 
leges, attended, degree and degree type, skills, jobs and source 
codes. Date entered on duty, date of oath, completion of service 
date (projected and actual), effective date of transaction, current 
and prior project information, current and last country served, and 
number of school age and noq-school age children. Also included is 
financial data required to accrue and disburse monies in volunteer 
readjustment allowance account, payee name and address for allot¬ 
ments and withdrawals from readjustment allowance account. 
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beneficiary name and social security number for bonds purchased 
for Peace Corps volunteers. 

Authority for maintenance of the system: Peace Corps Act, 22 
U.S.C. 2501 et seq.; Budget and Accounting Act of 1950. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Contents of these 
records and files may be disclosed and used as follows: a. To the 
Department of Treasury for the issuance of checks in connection 
with the payment of volunteer readjustment allowances, b. To the 
Internal Revenue Service in connection with the filing of W-2 
withholding forms for income tax purposes, c. The Social Security 
Administration in connection with withholdings of social secruity 
tax as appropriate on allowances paid including readjustment al¬ 
lowance. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained on magnetic discs and tapes which 
are stored in a locked room when not in immediate use, in a build¬ 
ing with 24 hour security guard. 

Retrievability: Records are indexed by social security number. 

Safeguards: Records in the system are available only to ap- 
prooriate personnel in the Volunteer Support Services Division, Of¬ 
fice of Accounting and Computer Services , A dministration and 
Finance, and other appropriate officials of ACTION with the need 
for such records for the performance of their duties. 

Retention and disposal: These records are kept permanently. 

System manager^) and address: Chief, Volunteer Support Ser¬ 
vices Division, Office of Accounting and Computer Services, Ad¬ 
ministration and Finance, ACTION, 1717 H Street, N.W., Washing¬ 
ton D.C. 20525. 

Record source categories: Data is keypunched from forms 
completed by the volunteers such as Training Registration Form, 
Waiver of Coverage of Peace Corps Life Insurance, Desiqnation of 
Beneficiary Peace Corps Life Insurance, Notice of Volunteer- 
Trainee Action (Status), Application for allotment or withdrawal. 
Request for payment of Dental Bills, List of Payments Advanced in 
Country and Application for U.S. Savings Bonds. 

ACTION/AF—26 

System name: Domestic and International Volunteer Security Hies 

System location: Personnel Security Office/ACTION 806 Connec¬ 
ticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Peace Corps 
volunteers and volunteer applicants Volunteers serving in full-time 
domestic volunteer programs under Title I of the Domestic Volun¬ 
teer Service Act of 1973 including service in such programs as 
VISTA, UYA, PLS, etc. and applicants for such service. 

Categories of records In the system: These records contain in¬ 
vestigative information regarding an individual's character, con¬ 
duct, qualifications and integrity and reputation in the community 
where he or she lives, including records of arrest and convictions 
for any violations against the law, reports and recommendations 
from former supervisors, co-workers, friends, educators, etc; re¬ 
ports of inquiries with law enforcement agencies, former em¬ 
ployers, educational institutions attended, and other information 
deVeloped from the above. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 4951 et seq. and the Peace Corps 
Act. 22 U.S.C. 2501 et seo. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: a. To the 
Civil Service Commission as a part of the central CSC personnel 
investigation records system, b. To any source from which informa¬ 
tion is requested in the course of an investigation, but only to the 
extent necessary to identify the individual, inform the source of the 
nature and purpose of the investigation and to identify the type of 
information requested. 

Policies and practices for storing, retrieving, a cc es s i n g, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
three-way combination locks in a room which is locked when not in 
use. 

Retrievability: Records are indexed in alphabetical order. * 

Safeguards: Ail officials of employees having access to such files 
are required to have an appropriate security clearance. Generally, 


these files are available .only to personnel of the security office or 
to agency office heads or other agency personnel having a need for 
such files in the performance of their duties. 

Retention and disposal: Peace Corps files are maintained in the 
personnel security office for three years after the termination or 
death of a volunteer, or for the same period of time after com 
sideration of an applicant. Thereafter, said files are transferred to 
the Federal Records Center, where they are maintained for twenty- 
seven years and then destroyed in accordance with regulations of 
the General Services Administration. All domestic volunteer files 
are maintained in the personnel security office up to the time of the 
termination or death of a volunteer when they are destroyed by 
burning or shredding. 

System managers) and address: Chief, Personnel Security 
Branch, Office of Personnel Management, ACTION, Room 400, 
806 Connecticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information contained in the system 
was obtained from the following categories of sources: a. Applica¬ 
tions and other personnel and security forms furnished by the in¬ 
dividual. b. Investigative material furnished by other Federal agen¬ 
cies. c. By personal investigation or written inquiry from such 
sources as employers, schools, references, etc. d. Neighbors, as¬ 
sociates, police departments, courts, credit bureaus, medical 
records, probation officials, prison officials, and other such sources 
as may be developed from the above. 

ACTION/AF—27 

System name: Employee Payroll Records—ACTION/AF 

System location: Office of Administration and Finance/ACTION 
1735 Eye Street, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Persons employed 
by ACTION. 

Categories of records in the system: Personnel actions employing, 
promoting and terminating employees, savings bond applications, 
advises of allotments, IRS tax levels, notice of deduction for health 
insurance, combined Federal campaign, union dues withholdings 
applications, and educational allowances for children of overseas 
employees and records regarding collections for overpayments. 

Authority for maintenance of the system: GAO Policy and 
Procedures Manual; 31 U.S.C. 66(a); and the Budget and Account¬ 
ing Procedures Act of 1950. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Information from these 
records are routinely provided as follows: 1. To the Treasury for 
payroll and savings bonds and other deduction purposes. 2. To In¬ 
ternal Revenue Service with regard to tax deductions. 3. To par¬ 
ticipating insurance companies holdino policies with respect to 
Federal employees employed by ACTION. 

Politics and practices for storing, retrieving, accessing K retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records in this system are available only to 
emoloyees of ACTION with a need for such records in the per¬ 
formance of their official duties. 

Retention and disposal: Records in this system are maintained for 
three years after the end of the fiscal year in which an employee 
terminates his employment with ACTION, and then retired to the 
Record Center in accordance with GAO instructions. 

System manager(s) and address: Chief, Domestic Volunteer and 
Staff Payroll Division; Administration and Finance, ACTION, 806 
Connecticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information contained in the system is 
obtained -from the following categories of sources: Data from 
payroll change coding document form and Domestic Volunteer 
notice payroll form Data on employees is obtained from payroll 
change codinq document form. 

ACTION/DO—1 

System name: Domestic Full-lime Volunteer Personnel 
FUe—ACTION/DO 

System location: All ACTION Domestic Regional Offices (See 
Preliminary Statement for Regional Office Addresses). 

Categories of individuals covered by the system: Any full-time AC¬ 
TION Domestic Volunteer working in the following programs: 


FEDERAL REGISTER, VOL. 40, NO. 176—WEDNESDAY, SEPTEMBER 10, 1975 



42124 


ACTION 


i 


Volunteers in Service to America (VISTA), University Year for 
ACTION (UYA)c ACTION Cooperative Volunteer (ACV), Program 
for Local Service (PLS), and Volunteers in Justice (VU) 

Categories of records in the system: Records maintained contain 
Volunteers application, forms and copies of correspondence regard¬ 
ing actions occurring during the volunteer’s service such as 
authorization to use a motor vehicle, copy of driver’s license, 
status of volunteer form, future intent form, food and lodging al¬ 
lowance, living allowance, time and attendance, paychange forms, 
volunteer payment vouchers and evaluation on termination. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 4951 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The content of these 
records and files may be disclosed and used as follows; To the 
volunteer’s sponsor concerning his placement, performance, sup¬ 
port, and related matters. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal filing cabinets 
with manipulation proof combination locks when not in immediate 
use. 

Retrievability: Records are retrievable alphabetically by last 
name. 

Safeguards: Records in the system are available only to ap¬ 
propriate persons in the regional offices and other appropriate offi¬ 
cials of ACTION with the need for such records for the per¬ 
formance of their duties. 

Retention and disposal: Records are retained for one year after 
the volunteer has terminated service and then retired to the Federal 
Record Center for 75 years at which time the record is destroyed. 

System manager(s) and address: The records are kept in the re¬ 
gional office, the system manager is the Administrative Officer in 
the region. The files are kept in the state office, the system 
manager is the State Director. 

Record source categories: The data is supplied by the volunteer or 
through forms signed and executed by the volunteer or. Domestic 
Regional Office personnel or State Program Director. 

ACTION/DO—2 

System name: Domestic Volunteer Medical File and Medical 
Claims—ACTION/DO 

System location: All ACTION Domestic Regional Offices 

Categories o! individuals covered by the system: Present and 
former volunteer applicants over 44 or with significant medical 
histories and other w'ith medical problems arising during -service. 

Categories of records in the system: The records maintained con¬ 
tain the following information: 1. Medical history, medical examina¬ 
tion and medical release forms. 2. Medical claims submitted by 
volunteer for processing and correspondence. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 4951 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: a. To 
Group Hospitalization, Inc., contractor under the ACTION health 
policy, for the purposes of adjudicatino volunteer claims, b. The 
United States Department of Labor in connection with claims 
under the Federal Employees Unemployment Act. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal filing cabinets 
with manipulation proof combination locks when not in immediate 
use. 

Retrievability: Records are indexed alphabetically by last name. 

Safeguards: Records in the' system are available only to ap¬ 
propriate persons in the regional offices and other appropriate offi¬ 
cials of ACTION with the need for such records for the per¬ 
formance of their duties. Information is released only with the writ¬ 
ten consent of the volunteer and only to a physician or medical 
authority. 

Retention and disposal: Files are maintained in the regions during 
service. Files are returned to the Office of Health Services on ter¬ 
mination of service and are retired to the Federal Records Center 
for fifty years, after that they are destroyed. 


System manager(s) and address: Administrative Officer Regional 
Office 

Record source categories: Data in this system is obtained from the 
following categories of sources: 1. Medical personnel who have ex¬ 
amined or treated a volunteer or applicant. 2. Domestic volunteers 
and applicants. 3. AC HON staff. x 

ACTION/DO—3 

System name: Employee Travel File—ACTION/DO 

System location: All ACTION Domestic Regional Offices except 
for Regions I and III 

Categories of individuals covered by the system: Any employee, 
expert, consultant or other person engaged in travel -on USG Travel 
authorization for a Domestic Regional Office. 

Categories of records in the system: Records maintained are travel 
authorizations and vouchers. 

Authority tor maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 4951 et seq. 

Routine uses of records ma in tai n ed in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records may be disclosed and used for the puiposes expressed in 
the Preliminary Statement. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal filing cabinets 
with manipulation proof combination Jocks when not in immediate 
use. 

Retrievability: Records are indexed alphabetically by last name. 

Safeguards: Records in the system are available only to ap¬ 
propriate persons in the regional offices and other appropriate offi¬ 
cials of ACTION with a need for such records for the performance 
of their duties. 

Retention and disposal: Records are retained until the employee 
has terminated and then are destroyed. 

System managers) and address: Administrative Officer, ACTION 
Regional Office 

Record source categories: Itinerary provided by individual or su¬ 
pervisor and the voucher submitted by the individual traveller. 

ACTION/DO—4 

System name: Domestic Full-Time Volunteer Census Master 
File—ACTION/ DO 

System location: Management Information System, Domestic 
Operations Management, ACTION, 806 Connecticut Avenue, 
Washington, D.C. 20525. 

Categories of individuals covered by the system: Any person who 
has served or is serving as a full-time ACTION domestic volunteer 
in one of ACTION’S full-time domestic operations programs includ¬ 
ing VISTA, ACTION Cooperative Volunteers (ACV), University 
Year for ACTION, (UYA), Program for Local Service (PLS), 
Volunteers in Justice (VU) and Veterans Reach (VETREACH). 

Categories of records in the system: The records maintained con¬ 
tain information extracted from the volunteer’s application, infor¬ 
mation about the volunteer’s period of service, and information 
about the volunteer’s history with ACTION. 

Authority for maintenance of the system: Domestic Volunteer Ser¬ 
vice Act of 1973, 42 U.S.C. 4951 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Generally speaking the 
information in this file would not be routinely available outside the 
agency since most routine uses would have to do with the appli¬ 
cant’s volunteer file as such. This is a computerized file used for 
such things as payroll information, etc. The system might be used 
to verify the fact that an individual has served or is serving in one 
of ACTION’S full-time domestic programs. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Records are stored on magnetic tape which is kept in a 
locked room when not in use. 

Retrievability: Records are retrieved by social security number 
and the first four letters of the last name of the volunteer. 

Safeguards: The material on these tapes is generally available 
only to Programmers and Systems Analysts of the Management In¬ 
formation System and is so coded as to be unavailable to anyone 
else. 
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Retention and disposal: These records have no present destruc¬ 
tion date and are maintained premanently. 

System managers) and address: Chief, Management Information 
System/DO,/ ACTION 806 Connecticut Avenue, N.W., Washington, 
DC- 20525. 

Record source categories: Volunteer application and payroll 
notices. 

ACTION/DO—5 

System name: Domestic Full-Time Volunteer Legal 

File—ACTION/DO 

System location: ACTION Domestic Region No. 4 (only) 730 
Peachtree Street, N.E. Room 895 Atlanta, Georgia 30308 

Categories of Individuals covered by the system: Any full-time AC¬ 
TION Domestic Volunteer. 

Categories of records in the system: The records maintained con¬ 
tain the following information: (1) Claim* related to the Federal 
Tort Claims Act. (2) Claims related to the Federal Employee Com¬ 
pensation Act. (3) Support material for volunteer claims of losses 
and thefts. (4) Legal support information for volunteer civil and 
criminal matters. (5) Material related to alleged misuse of General 
Services Administration vehicles. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 4951 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Contents of these 
records and files may be disclosed and used as follows: (a) To the 
Department of I-abor in connection with names filed by volunteers 
for compensation under the Federal Employees Corhpensation Act. 
(b) To the General Services Administration in connection with the 
alleged misuse of GSA vehicles, (c) Volunteer supervisors and 
sponsors who are involved in legal matters effecting volunteers. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal filing cabinets 
with manipulation proof combination locks when not in immediate 
use. i 

Retrievability: Records are indexed alphabetically by last name. 

Safeguards: Records in the system are available only to 
aporopriate persons in the regional office and other appropriate of¬ 
ficials of ACTION with the need for such records for the per¬ 
formance of their duties. 

Retention and disposal: Records are purged annually. Records no 
longer needed are destroyed by burning or shredding. 

System managers) and address: Regional Attorney, Region IV 
730 Peachtree Street, N.E., Room 895 Atlanta, Georgia 30308 

Record source categories: The source of the information may be 
the volunteer’s sponsor, the Volunteer’s supervisor or any other 
person involved in these legal matters including ACTION em¬ 
ployees such at the State Director. 

ACTION/DO—6 

System name: Domestic Volunteers Status Change System 

System location: All ACTION Domestic Regional Offices (See 
Preliminary Statement for addresses) 

Categories of individuals covered by the system: Any person who 
is serving or has served as a full-time ACTION domestic volunteer 
under Title I of the Domestic Volunteer Services Act of 1973 (42 
U.S.C. 4951) including VISTA, ACTION Cooperative Volunteer 
(ACV), University Year for ACTION (UYA), Program for Local 
Services (PLS), Volunteers in Justice (VU) and Veterans Reach 
(VETREACH). 

Categories of records fan the system: Record maintained in a single 
index card containing the date volunteer entered training, the date 
of placement, extra payments made for travel and training and the 
dates of termination, reenrollments, and extensions. 

Authority for maintenance of the system: Title I and Title IV of 
the Domestic Volunteer Service Act of 1973, 42 U.S.C. 4951 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: Contents of these 
records and files may be disclosed and used as follows: a. To the 
Department of Health, Education and Welfare for the purpose of 
certifying student loans, b. Verification of present or past volunteer 
status, c. To volunteer’s relatives so that he may be located in case 
of emergency. 
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Policies and practices for storing, retrieving, accessing, retaining, 
and disposing erf records in the sytem: 

Storage: Files are maintained in folders in metal filing cabinets 
when not in immediate use. 

Retrievability: Records are indexed alpliabetically by last name. 

Safeguards: Records in the system are available only to ap¬ 
propriate persons in the regional offices and other appropriate offi¬ 
cials of ACTION with the need for such records for the per¬ 
formance of their duties. 

Retention and disposal: Records in this system are maintained as 
a permanent record. * 

System manager^) and address: Adriflinistrative Officer, Regional 
Office. 

Record source categories: Volunteer personnel reedrds. 

ACTION/IK)—7 

System name: Employee Unofficial Personnel Files 

System location: All ACTION Domestic Regional Offices. In 
some cases, these files may be located in ACTION State Offices. 
The supervising ACTION Regional Office shall be responsible for 
all relevant requests in such cases. 

Categories of individuals covered by the system: Current ACTION 
Domestic Regional employees. 1 

Categories of records in*the system: The records maintained con¬ 
sist of copies of personnel documents sent to ACTION Headquar¬ 
ters in Washington including employment applications, appointment 
papers, job descriptions and personnel actio n ch ange notices. The 
Official Personnel Folder is maintained in ACTION Headquarters 
in Washington. 

Authority for maintenance of the system: The Domestic Volunteer 
Service Act of 1973, 42 U.S.C. 4951 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: There are no routine 
uses other than those in the Preliminary Statement 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal filing cabinets 
with manipulation proof combination locks when not in immediate 
use. 

Retrievability: Records are indexed alphabetically by last name. 

Safeguards: Records in the system are available only to ap¬ 
propriate persons in the regional offices and other appropriate offi¬ 
cials of ACTION with the need for such records for the per¬ 
formance of their duties. 

Retention and disposal: Files are retained until the employee ter¬ 
minates his service at the regional office and destroyed bv burning 
or shredding one year after such termination. 

System manager^) and address: Administrative Officer, ACTION 
Regional Office 

Record source categories: The data is obtained from the em¬ 
ployee, his references and Agency personnel forms. 

ACTION/ORC—1 

System name: Peace Corps Applicant Record System—ACTION/IO 

System location: Placement Division, Office of Recruitment and 
Communications/ACTION, 1735 Eye Street, N.W., Washington, 
D.C. 20525. 

Categories of individuals covered by the system: Any person 
whose application to ACTION for enrollment as a Peace Corps 
volunteer has been accepted by an ACTION Service Center. 

Categories of records in the system: The records maintained in¬ 
clude the application of a Peace Corps applicant, material received 
from references provided by him, background investigation material 
including a National Agency Check provided by the Civil Service 
Commission, invitations to training and similar material having to 
do with the enrollment of an individual as a Peace Corps trainee. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501, 2504. 

Routine uses of records maintained in the system. Including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: To host 
country officials where necessary to obtain visas or to inform such 
host countries of the impending arrival of the volunteer and for 
review of such volunteer’s qualifications for the intended program. 


ACTION 
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PoSides and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the .sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination locks. 

Retrievability: Records are indexed in terminal digit order. 

Safeguards: Records in this system are available only to ACTION 
employees having a need for such records in the performance of 
their duties as such. 

Retention and disposal: Records of applicants rejected at 
prescreening process are destroyed within six months of such ac¬ 
tion. Records of applicants rejected during processing are destroyed 
within one year after such action. Records of applicants who are 
accepted become part of the Peace Corps volunteer record system 

System managers) and address: Chief, Applicant Records Center, 
Office of Recruitment and Communications, 1735 Eye Street, 
N.W., Washington, D.C. 20525. 

Record source categories: Peace Corps applicants References sup- 
plied by individuals listed by Peace Corps applicants. Information 
obtained from United States Government investigative agencies in¬ 
cluding the Civil Service Commission. 

ACTION/ORC—2 

System name: Combined Domestic and International Volunteer Ap¬ 
plicant System—ACTION/ORC 

System location: Office of Recruitment and Communica- 
tions/ACTION 1717 H Street, N.W.. Washington, D C. 20525. 
"Categories of individuals covered by the system: Any person who 
applies to ACTION as a full-time volunteer in Domestic or Peace 
Corps Volunteer programs. This file has been in existence since 
June 1974. 

Categories of records in the system: The records contain the fol¬ 
lowing information: Name, Date of Birth, Sex, Social Security 
Number, Type of Volunteer Applied for, Marital Status, Personal 
Statistics, Skills, Educational Level, Method of Recruitment, Date 
of Availability, Status Codes (Rejection Codes), similar data 
required to process a person as an applicant and report ort 
processing progress. 

Authority for maintenance of the system: Section 404(e) of the 
Domestic Volunteer Service Act of 1973 (42 U.S.C. 5044(e)). Peace 
Corps Act, 22 U S.C. 2501, et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are contained in disc packs with tape backup and 
are kept in metal file cabinets with manipulation proof combination 
locks when not in immediate use.’ 

Retrievability; Files are retrievable through the last name and so¬ 
cial security number. 

Safeguards: Records in the system arc available only to ap¬ 
propriate personnel in the Planning and Evaluation Division, Office 
of Recruitment and Communications and other officials of AC¬ 
TION with a need of such records in the performance of their du¬ 
ties. 

Retention and disposal: Records in the system are maintained in¬ 
definitely. 

System managers) and address: Director, Planning and Evalua¬ 
tion Division, Office of Recruitment and Communications, AC¬ 
TION 1717 H Street, N.W., Washington, D C. 20525. 

Record source categories: Information is obtained from the Appli¬ 
cation provided by the Applicant and Evaluations made by the AC¬ 
TION Placement Division. 

ACTION/ORC—3 

System name: Volunteer Applicants Record 

System—ACTION/ORC 

System location: ACTION/ORC Field Service Centers: New York 
Service Center/ACTION 26 Federal Plaza, 1605, New York, New 
York 10007. Washington Service Ccnter/ACTION 806 Connecticut 
Avenue, N.W. P-314, Washington, DC. 20525. Chicago Service 
Center/ACTION 1 North Wacker Drive, 3rd floor, Chicago Illinois 
.60606 Dallas Service Center/ACTION Corrigan Tower Building, 
1620, 212 No. St. Paul Street, Dallas, Texas 75201. San Francisco 
Service Center/ACTION 100 McAllister Street, 24th Floor, San 
Francisco, California 94102. 


Categories of individuals covered by the system: Any person ap¬ 
plying as a full-time ACTION volunteer for domestic or overseas 
programs under the Peace Corps Act or Title I of the Domestic 
Volunteer Service Act of 1973. 

Categories of records in the system: Records maintained in the 
system include applications, references, invitations to training, 
medical fitness reports, correspondence and similar documents. 

Authority for maintenance of the system: The Peace Corps Act 22 
U.S.C. 2501, et seq.; The Domestic Volunteer Service Act of 1973, 
42 U.S.C. 4501 et. seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records may be disclosed and used as follows: To any source from 
which information is requested in the course of an investigation of 
qualifications or suitability of an,applicant to the extent necessary 
to identify the individual, inform the source of the nature and pur¬ 
pose of the investigation and to identify the type of information 
requested. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Maintained in file folders in metal filing cabinets with 
manipulation proof combination locks. 

Retrievability: The last initial of the applicant’s name and his so¬ 
cial security number are used as a personal identifier. 

Safeguards: Records in the system are generally available only to 
ACTION employees having a need for such records in the per¬ 
formance of their official duties. 

Retention and disposal: Records of applicants rejected at 
prescreening process are destroyed in six months. Records of appli¬ 
cants rejected during processing are destroyed within one year. 
Records of applicants who are accepted for service become a part 
of the volunteer folder of such individual. 

System manager(s) and address; The Placement Manager at each 
of the ACTION Service Centers acts as manager for his segment of 
the system. 

Record source categories: Information in the system is obtained 
from the following categories of sources: From the individual to 
whom the record pertains. From references supplied by the in¬ 
dividual to whom the record pertains. From United States Govern¬ 
ment investigative agencies and local law enforcement officials. 

ACTION/ORC—4 

System name: Peace Corps Applicant File for period 1963 to June’ 
1974—ACTION/ORC 

System location: Office of Recruitment and Communica- 
tions/ACTION 1735 Eye Street, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Any person who 
applied to become a Peace Corps Volunteer between 1963 and 
June, 1974. 

Categories of records in the system: Records maintained contain 
applicant information as follows: Name, date of birth, sex, social 
security' number, iftaritaJ status, personal statistics, skills, educa¬ 
tional level, method of recruitment, date of availability, and similar 
data required to process a person as an applicant and report on 
processing progress. 

Authority for maintenance of the system: Peace Corps Act, 22 
U.S.C. 2501 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing ef records in the sytem: 

Storage: Records are stored on magnetic tapes which are main¬ 
tained in metal file cabinets with manipulation proof combination 
locks when not in immediate use. 

Retrievability: Records are indexed alphabetically and by Social 
Security number. 

Safeguards: Records in this system are available only to ap¬ 
propriate personnel in the Planning and Evaluation Division, Office 
of Recruitment and Communications and to other appropriate offi¬ 
cials of ACTION with the need for access to such records for the 
performance of their duties. 

Retention and disposal: These records are kept indefinitely. 

System manager(s) and address: Chief Director Planning and 
Evaluation Division Office of Recruitment and Communica¬ 
tions/ACTION 1735 Eye Street, N.W., Washington, D.C. 20525. 
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Record source categories: Information is obtained from the appli¬ 
cation provided by the applicant and evaluations made by the 
placement division of the Office of Recruitment and Communica¬ 
tions. 


ACTION/ ORC—5 

System name: Domestic Program Applicant Medical Record 
System location: ORC Field Service Centers: New York Service 
Center/ACTION 26 Federal Plaza, 1605 New York, New York 
10007 Washington Sen ice Center/ACTION Office of Health Ser¬ 
vices 806 Connecticut Avenue, N.W., Room P-214 Washington, 
DC 20525. Chicago Service Center/ACTION 1 North Wacker 
Drive, 3rd Floor Chicago, Illinois 60606 Dallas Service 

Center/ACTION Corrigan Tower Building, no. 1620 212 No St 
Paul Street Dallas, Texas 75201 San Francisco Service 
Center/ACTION 100 McAllister Street, 24th Floor San Francisco 
California 94102 

Categories ol individuals covered by the system: Any person ap¬ 
plying as a volunteer in a domestic ACTION program who is over 
44 years of age or ha', reported >n lus application information which 
causes ACTION selection officials to require medical examination 
or history. 

Categories of records in the system: This system contains medical 
histories, records of examination, and related medical information. 

Authority for maintenance of the system: Domestic Volunteer Ser¬ 
vice Act of 1973, 42 U.S.C. 4951 et seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: Informa¬ 
tion may be provided to a physician or other medical personnel 
treating the applicant. In situations where it is practicable the appli¬ 
cant’s consent will be obtained before releasing such information. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records In the sytem: 

Storage: Records in this system are maintained in lockable metal 
file cabinets or secured rooms. 

Retrievability: Records are filed alphabetically. 

Safeguards: Records in this system are generally available only to 
ACTION personnel haying a need for such information in the per¬ 
formance of their official duties. Information is released only with 
the written consent of the applicant/volunteer and only to a physi¬ 
cian or medical authority. 

Retention and disposal: Records of applicants who do not become 
volunteers are destroyed by burning or shredding after one year. 
Records of applicants who become volunteers are forwarded to the 
appropriate Domestic Regional Office. Upon termination of the 
volunteer’s service, these records are returned to the Office of 
Health Services and retired to the Federal Records Center where 
they are maintained for fifty years-and then destroyed in accord 
with the regulations of the Center. 

System managers) and address: Placement Manager of the ap¬ 
propriate Field Service Center is the System Manager of that por¬ 
tion of the system under his or her control. 

Record source categories: Information contained in these systems 
was obtained from the following categories of sources: A. Examin¬ 
ing physicians and other medical bersonnel. B. Applicants for 
volunteer service. C. ACTION personnel. 

ACTION/GC—1 

System name: Conflict of Interest Records— ACTION/GC 
System location: Office of General Counsel/ACTION/M-607 806 
Connecticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Employees, con¬ 
tractors, consultants and other persons employed by or dealing with 
ACTION. . . 

Categories of records in the system: Statement of personal and 
family interests in business enterprise correspondence with respect 
thereto including opinions of counsel and confirmation materials. 

Authority for maintenance of the system: 18 U.S.C. 306 and E.O. 
11222(5865). 

Routine uses of records maintained In the system, including catego¬ 
ries of users 8T»d the purposes of such uses: See preliminary state¬ 
ment. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
ttlfutipulaiion proof combination locks. 


Retrievability: Records are indexed alphabetically. 

Safeguards: Records are generally available only to attorneys and 

action’ 0 ?? 6 ? { ° ff,ce ° f Gcneral Counsel and to designated 
ACTION officials laving a need for such knowledge in the per¬ 
formance of their official duties. p 

Retention and disposal: Records are purged annually and 
destroyed two years after they are obtained unless there is a 
specific need for the retention of any specific record. 

mana S fcr 0>) and address: General Counsel/ACTION/M-607 
806 Connecticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Data is obtained from the following 
categories of sources: 1. Employees of ACTION 2. Work product 
of attorneys fos ACTION. y 


ACTION/GC—2 

FUeS “ Staff and AppUcantS (A - 

System location: Office of the General Counsel/ACTION 806 
Connecticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: 1. Applicants for 
employment with ACTION 2. Staff employees of ACTION 
Categories of records in the system: Records of any legal matter 
effecting any present or former staff member of ACTION or any 
applicant for employment in ACTION whose employment has 
raised any legal question. Included among the kinds of records 
maintained are those involving employee grievances, appeals from 
adverse actions, claims by and against staff members, records con¬ 
cerning litigation in which ACTION staff members become in- 
vooved as parties, legal queries from staff members regarding 
themselves or their employment and answers thereto and any other 
matter involving a contact between a staff member and an attorney 
of the Office of General. Counsel. 

Authority for maintenance of the system: These records are main¬ 
tained under the general authority of the Office of General Counsel 
to represent the Agency in connection with its dealings with its em¬ 
ployees and the general functions of the Office of General Counsel 
to provide advite and counsel to the Director of the Agency and 
his staff. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: These records are not 
routinely disclosed outside the Agency except in the following cir¬ 
cumstances. 1. To the Department of Justice in conjunction with 
litigation or potential litigation in situations in which the Depart¬ 
ment may be called upon to provide representation to the Agency. 
2. In circumstances set forth in paragraphs 1, 2 and 7 of the general 
routine uses set forth in the Preliminary Statement. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are kept in separate file folders in cabinets secured 
by changeable combination locks or bar locks secured by such 
combination locks and in room locked when not in use. 

Retrievability: Files are maintained under subject headings but 
access to files concerning individuals may be gained by referring to 
an alphabetical index. 

Safeguards: Files are available only to personnel of the Office of 
General Counsel which includes attorneys and confidential secreta¬ 
ries. 

Retention and disposal: Files are maintained for the duration of 
the litigation or other matter to which they refer and retired on an 
annual review basis to the Federal Records Center for 27 years at 
which time they are destroyed. 

System manager^) and address: General Counsel, ACTION 806 
Connecticut Avenue, N.W., Room M-607, Washington, D.C. 20525. 

Record source categories: Data is obtained from the following 
categories of sources: I. ACTION employees. 2. Correspondence 
and reports from persons and agencies dealing with the agency and 
its employees. 3. Work product and research of lawyers of the of¬ 
fice. 


ACTION/GC—3 

System name: Legal Files - Volunteers and Applicants (A- 
Z)—ACTION/GC 

System location: Office of the General Counsel/ACTION, Room 
M-607 806 Connecticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Current and 
former ACTION volunteers, and applicants for volunteers service. 
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Categories of records in the system: Records of any legal matter 
effecting volunteers or applicants for volunteer service, including 
grievances, appeals from decisions of ACTION staff, claims 
against volunteers, claims by volunteers, records of litigations in 
which ACTION is involved as a party, or in conjunction with any 
obligation under the Peace Corps Act or the Domestic Volunteer 
Service Act to provide legal defense, legal queries from volunteers 
or applicants and answers thereto, and any other matter involving 
contact between a volunteer and the Office of General Counsel. 

Routine uses of records maintained in the system. Including catego¬ 
ries of users and the purposes of such uses: The Peace Corps Act 22, 
IJ.S.C. 2501. The Domestic Volunteer Service Act of 1973, 42 
U.S.C. 4951. In addition to authority specifically contained in the 
above-named Acts, these records maintained as an adjunct to the 
normal requirements of the functions of the Office of General 
Counsel to provide advice and counsel. 0 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: These records are not 
routinely disclosed outside the Agency except in the following cir¬ 
cumstances: 1. To the Department of Justice in conjunction with 
litigation or potential litigation in situations in which the Depart¬ 
ment may be called upon to provide representation to the Agency. 
2. In circumstances set forth in paragraphs 1, 2 and 7 of the general 
routine uses set forth in the Preliminary Statement. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are kept in separate file folders in cabinets secured 
by changeable combination locks, and in a room locked when not 
in use. 

Retrievability: Files are maintained under subject headings but 
access may be gained by referring to an alphabetical name injdex. 

Safeguards: Files are available only to personnel of the Office of 
General Counsel which includes attorneys and confidential secreta¬ 
ries. 

Retention and disposal: Files are maintained for the duration of 
the litigation or other matters to which they refer and retired on an 
annual review basis to the Federal Records Center for 27 years at 
which time they are destroyed. 

System manager(s) and address: Genera! Counsel/ACTION, Room 
M-607 806 Connecticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: ACTION employees and volunteers. 

ACTION/IO—1 

System name: Peace Corps Volunteer Death Files—ACTION/IO 

System location: Office of Special Services/ACTION 806 Connec¬ 
ticut Avenue, N.W. Washington, D.C. 20525. 

Categories of individuals covered by the system: Peace Coips 
Volunteers and T rainees who have died during service or training. 

Categories of records in the system: Official cables relating to the 
death and subsequent disposition of the body Eye Witness or other 
accounts of the occurrence or event. Medical Reports including an 
autopsy report if any. Designation of beneficiary statement. Death 
certificate. Police report. Copies of all correspondence with family 
and next of kin of deceased volunteers. Proof of receipt of in¬ 
surance and readjustment allowance check and other financial 
documents having to do with the death of a volunteer or trainee. 

Authority for maintenance of the system: The Peace Corps Act 22 
U.S.C. Section 2500, et seq. and Section 2504(d). 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: a. To noti¬ 
fy an appropriate insurance company to obtain the payment of life 
insurance benefits and personal property insurance, b. To notify the 
Office of the Vice President for the preparation of appropriate con¬ 
dolence letters, c. Fo notification to the Department of State, d. 
Notification of the Department of Labor/Office of Federal Em-, 
ployees Compensation, e. To the family and next of kin of the 
deceased volunteer or trainee. 

Policies and practices for storing, retrieving, accessing, retaining, 
end disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets in a 
room locked during off duty hours in a building with a 24 hour 
security guard. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records are available to officials of ACTION with a 
need for such records for the performance of their duties. 


Retention and disposal: Records in this system are maintained in 
ACTION for ten years at which time they are destroyed by burning 
or shredding. 

System managers) and address: Chief, Personnel Security 
Branch, Office of Special Services/IO ACTION, 806 Connecticut 
Avenue, N.W. Washington, D.C. 20525. 

Record source categories: Information contained in this system 
was obtained from the following categories of sources: Peace Corps 
Country Staff American Embassy and Consulates Host Country 
Police Host Country Ministry Officials Staff of the Office of Inter¬ 
national Operations, ACTION Insurance Companies Witnesses to 
any accident or occurrence causing the death of a volunteer or 
trainee. 

ACTION/IO— 2 

System name: Peace Corps Volunteer Program Correspondence 
System—ACTION/IO 

System location: These records are maintained in the office of 
each Peace Corps program overseas. There are at present an excess 
of 60 such offices and this number fluctuates from time to time as 
programs are added or withdrawn. A complete list with specific ad 
dresses will be provided upon request to the Director of Adminis¬ 
trative Services, ACTION, 806 Connecticut Avenue, N.W., 
Washington, D.C. 20525. Any particular country in which Peace 
Corps maintains a program may be addressed by writing to ihe 
Country Director, Peace Corps, c/o the American Embassy in such 
country. 

Categories of individuals covered by the system: Current and 
Former Peace Corps Volunteers Current and Former Peace Corps 
Trainees 

Categories of records in the system: Correspondence between 
Peace Corps staff and volunteer or trainees. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. Section 2501 et seo. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: There are 
no routine uses of this system other than as indicated in the 
preliminary' statement. 

Polides and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders and metal file cabinets 
with manipulation proof combination lock. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records are available only to the Country Director 
and his staff with a need for such redords in the performance of 
their duties. 

Retention and disposal: These files are retired and destroyed after 
a volunteer terminates, providided that documents, reports, etc., 
having continuing use in programs may be retained in appropriate 
program files. 

System mamiger(s) and address: The Country Director in. each 
country in which Peace Corps serves. 

Record source categories: Peace Corps volunteers Peace Corps 
staff Host country ministry officials. 

ACTION/IO—3 

System name: Peace Corps Volunteer Financial 

Records—ACTION/IO 

System location: These records are maintained in the office of 
each Peace Corps program overseas. There are at present in excess 
of 60 such offices and this number fluctuates from time to time as 
programs are added or withdrawn. A complete list with specific ad 
dresses will be provided upon request to the Director of Adminis¬ 
trative Services, ACTION, 806 Connecticut Avenue, N.W., 
Washington, D C. 20525. Any particular country in which Peaco 
Corps maintains a program may be addressed by writing to the 
Country Director, c/o the American Embassy in such country. 

Categories of individuals covered by Ihe system: Current and 
former Peace Corps volunteers and trainees. 

Categories of records in the system: This system consists of 
records of all payments or accrued credits to volunteers and 
trainees, and records of any advances or other items due from 
volunteers or trainees to the government. The records mclude those 
of monthly living allowances, leave allowances, settlinq in al 
iowances, etc. 
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Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C- Section 2501, 2504. 

Routine uses of records maintained in the system, including catego- 
of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: a. To ap- 
nrooriate U.S. Government agencies for monthly payroll prepara¬ 
tion b To the U.S. Treasury for the purpose of reporting overpay¬ 
ments. c. To the Social Security Administration for the purpose of 
reporting Social Security withholdings. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders and metal file cabinets 
with manipulation proof combination lock. 

Ketrievability: Records are indexed in alphabetical order in each 
location. 

Safeguards: Records are available only to ACTION staff with a 
need for such records in the performance of their duties. 

Retention and disposal: These files are retained for two years and 
then are destroyed. 

System manager^) and address: The Country Director in each 
country in winch Peace Corps serves. 

Record source categories: Peace Corps Volunteers and Trainees 
Personnel of ACTION, Office of Administration and Finance 

ACTION/IO—4 

System name: Overseas Health Records—ACTION/IO 

System location: These files are maintained in the Office of the 
Medical Officer in each country in which Peace Corps employs 
such an official. 

Categories of individuals covered by the system: Peace Corps 
Volunteers Peace Corps Trainees Peace Corps Staff Members. 

Categories of records in the system: Medical History and Record 
of treatment received while in Peace Corps. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. Section 2501 et. seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: a. To medi¬ 
cal personnel in the process of treating the volunteer or staff 
member or trainee who have a need for such record in order to 
provide appropriate treatment, h. See Preliminary Statement. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination lock. 

Ketrievability: Records are indexed in alphabetical order. 
Safeguards: These records are available only to medical personnel 
of the Peace Corps. 

Retention and disposal: Upon termination of the volunteer, 
trainee or staff member, these records are sent to Health Services 
Division of Administration and Finance, ACTION, Washington, 
806 Connecticut Avenue, N.W., Washington, D C. 20525 for ulti¬ 
mate disposition along with other employee health records. 

System manager(s) and address: The Medical Officer at any Peace 
Corps post is System Manager for this system. 

Record source categories: Peace Corps Overseas Staff Members 
Peace Corps Trainees and Volunteers Peace Corps Medical Offi¬ 
cials. 

ACTION/IO—5 

System name: United Nations Volunteer System—ACTION/IO 
System location: Office of Multilateral and Special Pro¬ 
grams/ ACTION 806 Connecticut Avenue, N.W., Washington, D.C. 
20525. - ^ M . 

Categories of individuals covered by the system: United Nations 
Volunteer Corps applicants, trainees, volunteers, and returned 
volunteers. 

Categories of records in the system: These records contain appli¬ 
cations, correspondence associated therewith, and with the place¬ 
ment of the applicant, and other records connected with the appli¬ 
cation, training and placement of persons wishing to serve or servr 
w, *s United Nations volunteers. For short PC^ods oftm^ 
retraces furnished by the applicant may be kept in thefUe but 
‘h‘ v .““ transferred » the ACTION Office of Re«m«rnent and 
Guam **Rations which has the responsibility for the selection 


process. Similarly, medical history forms are collected but are im¬ 
mediately forwarded to the United Nations or to the Office of 
Medical Affairs (Volunteer Health Service) of ACTION. 

Authority for maintenance of the system: The Peace Corps, 22 
U.S.C. 2501 et. seq. 

Routine uses of records maintained in the system. Including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: a. 
Designated officers and employees of the United Nations having a 
responsibility for the selection and placement of United Nations 
volunteers, b. To officials of a proposed host country, desiring the 
assignment or placement of United Nations volunteers, c. Routine 
uses as contained in Preliminary' Statement. 

Policies and practices for storing, retrieving, acce s si ng , retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination locks. 

Ketrievability: Records are indexed in alphabetical order. 

Safeguards: Records are generally available only to personnel of 
the Office of Multilateral and Special Programs and to other offi¬ 
cials of ACTION having a need for such records in the per¬ 
formance of their official duties. 

Retention and disposal: Records are maintained in the Office of 
Multilateral and Special Programs for two years following the 
completion of service of a UN volunteer then forwarded to AF/ 
Volunteer Support Services for maintenance with the Peace Corps 
records and subsequent removal to the Federal Records Center. 

System raanagerfs) and address: Director, Office of Multilateral 
and Special Programs, ACTION, 806 Connecticut Ave., N.W., 
Washington, D.C. 20525. 

Record source categories: Applicants for United Nations volunteer 
programs References named by the applicant Multilateral and Spe¬ 
cial Programs staff United Nations Staff 
ACTION/IO —6 

System name: Peace Corps Property Records—ACTION/IO 

System location: These records are maintained in the office of 
each Peace Corps program overseas. There are at present an excess 
of 60 such offices and that this number fluctuates from time to time 
as programs are added or withdrawn. A complete list with specific 
addresses will be provided upon request to the Director of Ad¬ 
ministrative Services, ACTION, 806 Connecticut Avenue, N.W., 
Washington, D.C. 20525. Any particular country in which Peace 
Corps maintains a program may be addressed by writing to the 
Country Director, c/o the American Embassy in such country. 

Categories of individuals covered by the system: Current and 
former Peace Corps staff Current and former Peace Corps volun¬ 
teers Current and former Peace Corps trainees who have trained 
overseas. 

Categories of records in the system: These files consist of records 
of U.S. Government property assigned to Peace Corps staff, volun¬ 
teers or trainees for which they are accountable and which must be 
returned to the Peace Corps. 

Authority for maintenance of the system: The Peace Corps Act 22 
U.S.C. Section 2501, et. seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: To the De¬ 
partment of State or any other Federal agency having the responsi¬ 
bility for accounting for the disposition of federal property. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in metal file cabinets with manipu¬ 
lation proof combination locks. 

RetrievabHity: Files are indexed in alphabetical order in each 
Peace Corps post overseas. 

Safeguards: Files are available only to. ACTION/Peace Corps 
staff having a need for such records in the performance of their of¬ 
ficial duties. For these purposes, host country nationals employed 
by the United States Government and working for Peace Corps arc 
considered staff. 

Retention and disposal: FUes in this system are retained at over¬ 
seas posts for two years after an employee or volunteer leaves the 
country and then are destroyed by burning, shredding or such other 
method as is approved by the Department of State for the disposal 
of such request. 
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System managers) and address: Country Directors in each 
country in which ACTION/ Peace Corps maintains a program. 

Record source categories: Peace Corps overseas staff. The in* 
dividual to whom the record pertains. 

ACTION/10—7 

System name: Peace Corps Volunteer Extension/Transfer/Reenroll¬ 
ment Files—ACTION/IO 

System location: Office of Special Services/IO—ACTION 806 
Connecticut Avenue, N.W. Washington, D.C. 20525. 

Categories of Individuals covered by tho system: Peace Corps 
Trainees and Volunteers 

Categories of records in the system: This system consists of a log 
book containing the details of all extensions, transfers, reenroll¬ 
ments or reinstatements of volunteers and/or trainees in the Peace 
Corps. The specific details of the information contained include the 
name of the volunteer/trainee, the country of assignment, the pro¬ 
gram number and dates during which actions occurred. 

Authority for maintenance of the system: The Peace Corps. Act, 22 
U.S.C. Section 2501, et. seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files have no routine uses other than those stated in the 
general statement of uses and limitations. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: The tog book is maintained in the Office of Special Ser¬ 
vices in a metal cabinet in a room locked during off duty hours in a 
building with a 24 hour security guard. 

Retrievability: The records are indexed in alphabetical order by 
country of assignment. 

Safeguards: These records are not considered sensitive or con¬ 
fidential. They are generally available to employees of ACTION 
having a need for them in the performance of their duties. 

Retention and disposal: The records in this system are maintained 
for five years and then destroyed by burning or shredding. 

System manager(s) and address: Chief, Office of Special Ser¬ 
vices/IO, ACTION, 806 Connecticut Avenue, N.W., Washington 
D.C. 20525. * ’ 

Record source categories: Information contained in the system is 
obtained from the following categories of sources: Peace Corps 
Country Staff Individual Volunteers and Trainees. Staff of the Of¬ 
fice of Special Services. 

ACTION/IO—8 

System name: Peace Corps Medical Evacuation/Administrative 
System—ACTION/IO 

System location: Office of Medical Affairs/ACTION 806 Connec¬ 
ticut Avenue, N.W. Washington, D.C. 20525. 

Categories of individuals covered by the system: Peace Corps 
volunteers and trainees who have had medical problems effecting 
their continued service. 

Categories of records hi the system: A. For Peace Corps trainees 
and volunteers medically cleared to resume service after interrup¬ 
tion for medical reasons the files contain cables, memos, letters 
and forms having to do with travel, per diem, and medical 
clearance. B. For volunteers and trainees who have been medically 
terminated, the information contained in subparagraph A is for¬ 
warded to the Office of Special Services for maintenance in the 
Peace Corps termination/consultation system. C. A permanent 
record card is maintained in a file box which includes the name of 
the volunteer, his home of record, his next of kin and Peatffe Corps 
project number. D. For volunteers completing service but terminat¬ 
ing in Washington as a result of medical consultation, the file con¬ 
tains all of the above listed material and a permanent record card 
as aforesaid is also maintained. 

Authority for md^cnance of the system: The Peace Corps Act, 22 
U.S.C. 2501, 2504. 

Routine used of records maintained In the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: To Federal 
Agencies having a need to verify volunteer eligibility for special 
consideration for Federal employment under Executive Order 
11103. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 


Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards:JRecords are available only to personnel of the Office 
of Medical Affairs and selected officials of ACTION having a need 
for information from such records for the performance of their du- 


Retention and disposal: These records are maintained in the Of-* 
fice of Medical Affairs for three years and then destroyed A 

iSS mSSS above is pemanently maMtained “ **= «- 

System managers) and address: Director, Office of Medical Af- 
20525 *06 Connecticut Avenue, N.W., Washington, D.C. 

Record source categories: Peace Corps overseas staff Office of 
Medical Affairs staff Individual volunteers and trainees Physicians 
and other medical personnel. 


ACTION/IO—9 

System name: Peace Corps Medical Evacuation 

Cards—ACTION/IO 

System location: Office of Medical Affairs, ACTION 806 Connec- 
ticue Avenue, N.W. Washington, D.C. 20525. 

Categories ol individuals covered by the system: Peace Corps 
volunteers and trainees who have had medical problems requiring 
medical evacuation to Washington. 

.Categories of records in the system: These cards contain the name 
of the individual involved, a short description of the medical 
problem, a record of the consulting physician, treatment, 
hospitalization and final disposition of the case. 

Authority lor maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501, 2504(e) and various provisions of the Peace Corps 
Manual relating to health care. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
cared and files may be disclosed and used as follows: a. To physi¬ 
cians or other medical personnel directly involved in the medical 
care of Peace Corps volunteers or trainees and having a need for 
such records for the provision of such services, b. In view of Peace 
Corps* policy of maintaining medical confidentiality these cards are 
not otherwise disclosed outside of the agency, and within the agen¬ 
cy, only to personnel of the Office of Medical Affairs or selected 
medical staff of ACTION having a need for knowledge of such 
records in the performance of their official duties. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Cards are maintained in metal file cabinets with manipu¬ 
lation proof combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Cards in the system are available only to appropriate 
personnel of the Office of Medical Affairs having a need for such 
record in the performance of their official duties as such. Informa¬ 
tion from these records may be provided to other officials of AC¬ 
TION having a need for such knowledge in the performance of 
their official duties. 

Retention and disposal: These records are maintained in the Of¬ 
fice df Medical Affairs for three years and then destroyed. 

System immager(s) and address: Director, Office of Medical Af¬ 
fairs, ACTION 806 Connecticue Avenue, N.W., Washington DC 
20525. 

Record source categories: Peace Corps overseas staff Office of 
Medical Affairs staff Individual volunteers and trainees Physicians 
and othef medical personnel. 


ACTION/IO—10 

System name: Peace Corps Volunteer Termination/Consultation 
System—ACTION/IO 

System location: Office of Special Services/ACTION 806 Connec¬ 
ticut Avenue, N.W. Washington, D.C. 20525. 

Categories of individuals covered by the system: Present and 
former Peace Corps volunteers and trainees who have terminated 
prior to the end of their tours or been returned to Washington for 
consultation. 

Categories ol records in the system: A. Individual volun¬ 
teer/trainee files contain the following information: 1. Termination 
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document 2. Description of service 3. Termination report or the 
statement of resignation 4. Financial information statement 5. 
Travel agreement 6. Case summary 7. Recommendations of AC¬ 
TION/ Washington staff 8. Relevant cables 9. Early termination 
questionnaires B. A monthly early termination log containing infor¬ 
mation from the above files is maintained. It contains the following 
information: 1. Name of volunteer/trainee 2. Social Security 
number 3. Project number 4. Date and coded reason for termina¬ 
tion. C. A log is maintained known as the early termination project 
log containing information from the above files including the name 
of the volunteer/trainec, the date and the coded reason for termina¬ 
tion. D. An early termination permanent card file is maintained by 
name of the volunteer/trainee as a quick reference to paragraph A 
above. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501 et seq. and various provisions of the Peace Corps 
Manual and the Foreign Affairs Manual relating to conduct and 
performance of individuals serving in Peace Corps programs as 
volunteers. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: The contents of these 
records and files may be disclosed and used as follows: To Federal 
agencies having a need to verify volunteer eligibility for special 
consideration for Federal employment under Executive Order 
11103 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records iit the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination locks when not in immediate use. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records in the system are available only to ap¬ 
propriate personnel in the Office of Special Services and other ap¬ 
propriate officials of ACTION with the need for such records for 
the performance of their duties. 

Retention and disposal: Records in the system are maintained in 
the Office of Special Services for two years and then sent to the 
Federal Records Center where they are maintained for fifteen years 
and then destroyed. 

System manager(s) and address: Chief, Office of Special Services, 
ACTION 806 Connecticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: Information contained in the system is 
obtained from the following categories of sources: Peace Corps 
volunteers and trainees including the individual about whom the 
record is maintained. Peace Corps Overseas Staff Staff of the Of¬ 
fice of Special Services Peace Corps Washington Staff Job Super¬ 
visors 

ACTION/IO— 11 

System name: Peace Coips Volunteer Emergency Leave Records 

System location: Office of Special Services/ACTION 806 Connec¬ 
ticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Peace Corps 
Trainees and Volunteers 

Categories of records in the system: A. Fact sheets giving details 
of the emergency requiring emergency leave, notes and cables on 
the handling and course of the emergency, cost information, and a 
volunteer ACTION- report. The system also contains a card file 
consisting of an alphabetical arrangement which contains name, ad¬ 
dress, country, project, dates of service and ultimate conclusion of 
the case as well as a monthly log listing volunteers and trainees 
home on emergency leave by name giving reasons for the emergen¬ 
cy, departure dates, cost, estimated time of return and remarks 
concerning the emergency. 


Authority for maintenance of the system: 'I'he Peace Corps Act, 
(22 U.S.C. Section 2501). 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See preliminary state¬ 
ment. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination lock. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records in this system are available to personnel of 
the Office of Special Services and other officials of ACTION need¬ 
ing such records in performance of their duties. 

Retention and disposal: Records in this system are maintained for 
two years and then destroyed by shredding or burning. 

System managcr(s) and address: Chief, Office of Special Ser¬ 
vices/ ACTION 806 Connecticut Avenue, N.W., Washington, D.C. 
20525. 

Record source categories: Individuals who are the subjects of the 
system Family of an individual as to whom records are maintained 
Physicians Staff of the Office of Special Services. 

ACTION/IO—12 

System name: Overseas Staff Personnel Records 

System location: These records are maintained in the office of 
each Peace Corps program overseas. There are at present an excess 
of 60 such offices and this number fluctuates from time to time as 
programs are added or withdrawn. A complete list with specific ad¬ 
dresses will be provided upon request to the Director of Adminis¬ 
trative Services, ACTION, 806 Connecticut Avenue, N.W., 
Washington, D.C. 20525. Any particular country in which Peace 
Corps maintains a program may be addressed by writing to the 
Country Director, c/o the American Embassy in such country. 

Categories of Individuals covered by the system: Staff employees 
of ACTION serving overseas who are United States Citizens. 

Categories of records In the system: These records contain copies 
of personnel actions affecting overseas staff, copies of personnel 
evaluations retained in the Country Files, and an inventory list of 
Government property contained in residences of overseas staff. 

Authority for maintenance of the system: The Peace Corps Act 22 
U.S.C. Section 2501 and pertinent sections of the Foreign Affairs 
Manual adopted by Peace Corps and of the Peace Corps Manual. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the sytem: 

Storage: Files are maintained in folders and metal file cabinets 
with three way combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records are available only to the Country Director 
and ACTION staff with a need for such records in the performance 
of their duties. 

Retention and disposal: These records are destroyed after the em¬ 
ployee leaves the country and has completed all appropriate 
clearance procedures, including obtaining receipts for any property 
contained in inventories. 

System manager(s) and address: The Country Director in each 
country in which Peace Corps serves. 

Record source categories: The individual employee to whom the 
record pertains. Supervisors and ACTION personnel officials. 
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PRIVACY ACT OF 1974 
Notice of Additional Systems of Records 

On Wednesday, September 10, 1975, ACTIO^J systems of 
records were published in 40 F.R. No. 176 at p. 42113. That notice 
was published in accord with 5 U.S.C. 552a(e)(4) and (11) of the 
Privacy Act of 1974 (Pub. L. 93-570) therein and herein referred to 
as the “Act”. Notice is hereby given that in accord with the 
aforesaid Act ACTION proposes to give notice of additional 
systems of records as set forth below. 

Any person interested in this notice may submit written views, 
comments or other data to ACTION/GC, Room 607 , 806 Connec¬ 
ticut Avenue, N.W., Washington, D.C. 20525. Although the systems 
of records set forth below will be considered adopted as published, 
any comments received from the public within 30 days from publi¬ 
cation will be considered and appropriate amendments will be 
made. Comments received will be available for public inspection at 
the above address between the hours of 9:00 a.m. and 5:00 p.m., 
Monday through Friday (except holidays). 

The Preliminary Statement published as indicated above in con¬ 
nection with ACTION’S original publication of notice of systems of 
records is incorporated herein and made a part hereof and shall 
apply to all systems of records set forth below. 

This notice is issued in Washington, D.C. on September 23, 1975. 

Willard H. Meinecke, 

Acting Director , ACTION. 

ACTION/IO—13 

System name: Overseas Staff Correspondence Files—ACTION/IO 

System location: Africa Regional Office as to personnel servinq in 
Africa and Latin America Regional Office as to personnel serving 
in Latin America, the Caribbean and Central America, ACTION, 
806 Connecticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Peace Corps over¬ 
seas staff, contractors and consultants. 

Categories of records in the system: Correspondence between the 
Regional Director or the Deputy Director and current overseas 
staff, consultants or contractors. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501 et. seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment 40 F.R. 42113, No. 176, 9-10-75. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the system: 

Storage: Files are maintained in folders in metal file cabinets with 
manipulation proof combination locks. 

Retrievability: Records are indexed by country of service and 
alphabetically within such countries. 

Safeguards: Records in this system are available to regional office 
personnel and other officials of ACTION needing such records in 
the performance of their duties. 

Retention and disposal: Records in this system are reviewed an¬ 
nually and destroyed when no longer needed. 

System manager(s) and address: Regional Director (Africa or 
Latin America) ACTION 806 Connecticut Avenue, N.W. Washing¬ 
ton, D.C. 20525. 

Record source categories: Individuals who are the subjects of the 
system and staff members of the Regional Offices. 

ACTION/IO-14 

System name: Regional Volunteer Correspondence Files 

System location: Africa Regional Office as to volunteers serving 
in Africa and Latin America Regional Office as to volunteers serv¬ 
ing in Latin America, the Caribbean and Central America, AC¬ 
TION, 806 Connecticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Present and 
former Peace Corps volunteers 

Categories of records in the system: These records contain copies 
and original correspondence to and from volunteers regarding pro¬ 
ject related activities. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501 et. seq. 


Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment 40 F.R. 42113, No. 176, 9-10-75. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the system: 

Storage: Files are maintained in folders in metal file cabinets with 
three-way combination locks. 

Retrievability: Records are indexed in alphabetical order by 
country of service 

Safeguards: Records are available only to officials of ACTION 
needing such records in performance of their duties. 

Retention and disposal: These records are reviewed annually and 
destroyed when no longer needed. 

System manager(s) and address: The country desk officer of each 
country served by Peace Corps volunteers, Latin America Region 
and Africa Region, ACTION, 806 Connecticut Avenue, N.W., 
Washington, D.C. 20525. 

Record source categories: Peace Corps volunteers and ACTION 
staff members. 

ACTION/IO—15 

System name: Regional Peace Corps Personnel 

Records—ACTION/IO 

System location: Africa Region, Latin America Region and North 
Africa, Near East, Asia and Pacific Region (NANEAP), ACTION, 
806 Connecticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Staff Employees 
of ACTION serving in Regional Offices or overseas. 

Categories of records in the system: These files contain correspon¬ 
dence, copies of resumes, form 171s and other documents regard¬ 
ing personnel matters and actions of current use. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501 et. seq. and pertinent sections of the Peace Corps 
Manual. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment 40 F.R. 42113, No. 176, 9/10/75. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the system: 

Storage: Files are maintained in folders in metal file cabinets with 
three-way combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records are available only to ACTION staff for the 
need for such records in the performance of their duties. 

Retention and disposal: Any documents which should be placed in 
the official personnel file are forwarded to the Office of Personnel 
Management after the employee terminates his employment with 
ACTION. Thereafter all other records are destroyed after two 
years following the termination of such employee. 

System manager(s) and address: Personnel Analyst, Regional Of¬ 
fices, ACTION, 806 Connecticut Avenue, N.W., Washington, D.C. 
20525. 

Record source categories: The individual employee to whom the 
record pertains, supervisors and other ACTION personnel. 

ACTION/IO—16 

System name: Contractors and Consultants Records 

File— ACTION/IO 

System location: Africa, Latin America and NANEAP Regions, 
ACTION, 806 Connecticut Avenue, N.W., Washington, D.C. 20525. 

Categories of Individuals covered by the system: Individuals who 
have served or could serve as Contractors/Training Consultants for 
Peace Corps programs overseas. 

Categories of records iu the system: These files contain correspon¬ 
dence, resumes, and other materials pertaining to current personal 
services contractors, training consultants, etc., or perspective appli¬ 
cants for such positions. 

Authority for maintenance of the system: The Peace Corps Act. 22 
U.S.C. 2501 et. seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment 40 F.R. 42113, No. 176, 9-10-75. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records In the system: 
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Storage: Files are maintained in folders in metal file cabinets with 
three-way combination locks. 

Retrievability: Records are indexed in alphabetical order. Alterna¬ 
tively records may be indexed by skills categories but alphabeti¬ 
cally within such skills categories. 

Safeguards: Records are available only to ACTION staff for the 
need for such records in the performance of their duties. 

Retention and disposal: These records are reviewed annually and 
those which are no longer necessary for current operations are 
destroyed. 

System managers) and address: Contract/Training Specialist, 
Africa, Latin America or NANEAP Region, ACTION, 806 Connec¬ 
ticut Avenue, N.W., Washington, D.C. 20525. 

Record source categories: The individual contractor or consultant 
to whom the record pertains, supervisors and other ACTION per¬ 
sonnel. 

ACTION/OD—1 

System name: Office of the Director Personnel 

Records—ACTION/OD 

System location: Office of the Director, ACTION, 806 Connec¬ 
ticut Avenue, N.W., Washington, D.C. 20525 

Categories of individuals covered by the system: Staff employees 
of ACTION serving in the Office of the Director. 

Categories of records in the system: Resumes, job descriptions 
and miscellaneous copies of personnel forms. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501 et. seq. and the Domestic Volunteer Service Act. 42 
U.S.C. 4951 et. seq. 

Routine uses ol records maintained in the system, including catego- 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment 40 F.R. 42113, No. 176, 9/10/75. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the system: 

Storage: Files are maintained in folders in metal file cabinets with 
three-way combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records are available only to ACTION staff with a 
need for such records in the performance of their duties. . 

Retention and disposal: Any documents which should be placed in 
the official personnel file are forwarded to the Office of Personnel 


Management upon the employee’s termination of employment with 
ACTION. Thereafter all other records are destroyed within two 
years following the termination of employee. 

System manager^) and address: Administrative Assistant to the 
Director, ACTION 806 Connecticut Avenue, N.W., Washington 
D.C. 20525. 

Record source categories: The individual to whom the record per¬ 
tains, supervisors, and other ACTION personnel. 

ACTION/OD—2 

System name: National Advisory Council File 

System location: Office of the Director, ACTION, 806 Connec¬ 
ticut Avenue, N.W., Washington, D.C. 20525. 

Categories of individuals covered by the system: Present, past and 
prospective members of the Na onal Volunteer Advisory Council. 

Categories of records in the system: Resumes, Form 171 s, 
clearance forms, and miscellaneous related documents. 

Authority for maintenance of the system: The Peace Corps Act, 22 
U.S.C. 2501 et. seq. and the Domestic Volunteer Service Act, 42 
U.S.C. 4951 et. seq. 

Routine uses of records maintained in the system, including catego¬ 
ries of users and the purposes of such uses: See Preliminary State¬ 
ment 40 F.R. 42113, No. 176, 9/10/75. 

Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the system: 

Storage: Files are maintained in folders in metal file cabinets with 
three-way combination locks. 

Retrievability: Records are indexed in alphabetical order. 

Safeguards: Records are available only to ACTION staff with a 
need for such records in the performance of their duties. 

Retention and disposal: Any documents which should be placed in 
the official personnel file are forwarded to the Office of Personnel 
Management upon the personnel’s termination of service with AC¬ 
TION. Thereafter all other records are destroyed within two years 
following the termination of personnel’s service. 

System manager^) and address: Administrative Assistant to the 
Director/ACTION 806 Connecticut Avenue, N.W., Washington 
D.C. 20525. 

Record source categories: The individual to whom the record per¬ 
tains, other ACTION staff personnel, and other governmental 
authorities concerned with the ’ appointment of a person whose 
records exist in the system. 
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